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Chapter 1

Introduction to the
Kansas Aging Management Information System (KAMIS)

Table of Contents
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Important The required fields referenced in this chapter refer to system-required fields.
These fields are required in order for the form to be saved in approved status.

The information that is required due to policy may be different from those
that are system required.
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Description of KAMIS Il

Introduction The Kansas Department on Aging (KDOA) developed the Kansas Aging
Management Information System (KAMIS) for use by Area Agencies on
Aging, service providers for Aging programs, the public, and agency staff.
The system will collect and report data on customer assessments, plans of
care, and services provided under all Aging programs.

KAMIS replaced the Client Assessment and Referral System (CARS) in July,
2000.

In 2007, KAMIS I will be implemented into production. The primary
purpose of KAMIS 11 is to web enable the KAMIS application. The current
implementation of KAMIS requires the downloading of the application to
each PC (computer) that needs to run the application. The new web version
will allow for the client PC to use a browser (such as Microsoft's Internet
Explorer) and with an internet connection, access the KDOA KAMIS web
application. Access to the application will require a valid username and
password. Unless needed for web enablement, the functions and methods
used in KAMIS are repeated in the KAMIS 11 application.

Developed 6/4/2007 1-1



Work Process Structure Flow

Flow Diagram

Below is a Diagram of the KAMIS work process flow.
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Technical Support

Introduction

Numbers

Developed 6/4/2007

The Kansas Department on Aging Help Desk will provide Technical Support

for KAMIS users.

Assistance is available Monday through Friday, 7:00am to 5:00pm.

Who to Call for

Number

E-Mail

Technical Assistance

785-296-4987

Helpdesk@aging.state.ks.us

Reporting Assistance

785-296-4987

Helpdesk@aging.state.ks.us

Security Access

785-296-4987

Helpdesk@aging.state.ks.us
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KAMIS Hours

Introduction

Availability
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KAMIS has set business availability hours.

Assistance is available Monday through Friday, 7:00am to 5:00pm.

Days Hours
Monday through Friday 7:30am - 10:30pm
Saturday 7:30am - 10:30pm
Sunday 11:00am - 10:30pm

On State of Kansas observed holidays, the system is available; however, ISD
staff will not be available for assistance during these holidays, as well as

Saturdays and Sundays.
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Chapter 2 — Security

Table of Contents
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KDOA Web Applications and KAMIS Security

Background

Requesting
Access

Developed 6/4/2007

One of the system objectives for the Kansas Aging Management Information
System (KAMIS) is to provide security of KAMIS data from unauthorized or
unintentional exposure or damage. This objective continues with KAMIS 1.

As we extend system service to users communicating via the Internet, this
security objective becomes even more critical. Requiring a user-specific
password for access into KAMIS is the starting point for security. Another
aspect that users will see is the ability to perform certain functions and view or
update certain data, as defined by a predetermined user profile. User profiles
will be based on business need for data access, as approved by the Executive
Director of the Area Agency on Aging for their employees and service
providers, and by KDOA Commissioners for KDOA staff.

When requesting access for a web application user, two documents will need
to be completed, signed and returned to KDOA Helpdesk.

e Information System Resources User Security Agreement
e And the Application Authorization Roles form.

These documents must be approved, in writing, by:

e The cognizant Executive Director of the Area Agency on Aging, or their
registered designee for AAA employees and service providers under
contract to the AAA;

e The cognizant Commissioner or Deputy Secretary, for KDOA employees;
or

e The designated KDOA Program Manager, for service providers under
KDOA-direct grant or contract.

Continued on next page
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KDOA Web Applications and KAMIS Security, Continued

Access
Management

Password
Requirements

Discipline

Emergency
Access Request

User Review /
Update
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All access profiles for KAMIS users will be established and managed by the
KDOA Information Services Support Branch staff. The Help Desk will
directly notify KAMIS users of their registered user name and initial
password.

Note: The Entrust Profiles that were required on the users computers will no
longer be required with KAMIS.

Users will be required by the system to periodically change their KAMIS
passwords. Individual passwords will not be visible to anyone, including
KDOA support staff. However, KDOA support staff will be able reinstall a
default password for a user who forgets their personal password. Instructions
for changing the initial password in covered in the next Chapter.

KAMIS will have an extensive internal audit trail for documenting when and
by whom data is created and changed. For this reason, logging into KAMIS
with another user's name and password is specifically prohibited. Discovered
incidents of false identity will be investigated by KDOA, with a potential
outcome of permanent denial of KAMIS access for both the person falsely
logging in, and the KAMIS user who revealed their password.

Any individual who requires emergency access to KAMIS, or an emergency
change in KAMIS privileges, should contact the KDOA Help Desk (785-296-
4987) for assistance. The Help Desk will contact the appropriate approving
official before making emergency changes, if possible. If that individual is
not available in advance, then emergency changes will be approved by the
KDOA Administrative Services Commissioner or the KDOA Director of
Information Services and the regular approving official will be notified as
soon as possible afterward.

KDOA will periodically validate the list of KAMIS users and their privileges
with their agency's official.




User Access Descriptions

Access Below are the access privilege levels available.
Privileges Description
Read Select, view, query, copy, report or print screen forms and their
(View) |data.
Write Create, update or terminate data using KAMIS screen forms.
(Update)
Full Access | Authorize the business transaction for which data has been
(Approve) |entered.

Developed 6/4/2007 2-3



Security Request Form

Introduction

This document is available on line at www.aging.state.ks.us at the KDOA
Web Application link for only those persons who have been given
administration access. The AAA Administrator can either find another
employee with the access needed for the new employee and print the form or
print the blank form and manual complete the access. The form would then
be printed, signed and returned in paper form with the security agreement to

KDOA Helpdesk.

Sample Blank Form

Developed 6/4/2007

Web Applications

KANSAS - R
Wer1.0 2007/05/30@09:57:08 v Aging. State Ks LS
DEPARTMENT OMN AGING Welcome: Logged in at: 20070530 @09:57:06
AAA: WELCOME | YourPrafile ROLES | Help

Select a UserName

‘ APPLICATION AUTHORIZATIONS

Module

None [Read] Write [Approve

\
‘5 KAMIS = Kansas Aging Management Information System || [e] @] (ol

‘m BUDGET = Budget

‘20 CTM = Code Tahle Maintenance

‘au SRVCFUNDMAINT = Service Funding Maintenance

‘40 PSFM = Provider Service Funding Maintenance

‘50 ORG = Organization Maintenance

‘ED OMM = Organization Member Maintenance

e MU = Mass Update

‘90 ASRPRCMAINT = Asgessor Pricing Maintenance

‘Qu 8$P225 = Services Provided 225

‘100 SB = Supplemental Billing

[110 KDOAA = KDOA Approvals

‘12n CB = Care Billing

‘130 PM = Person Maintenance

[120 S1= Standard Intake

‘mn USR = Uniform Session Registration

‘1&0 UPR = Unifarm Prograrm Registration

‘170 NA = Abhreviated Unifarm Assessment Instrument

‘mn UAI = Uniform Assessment Instrument

120 POC = Plan of Care

1200 UN = Unmet hleeds

210 Cl= CARE Inlake

‘220 CL1= CARE Level 1 Assessment and Adjustments

‘230 CL2 = CARE Level 2 Assessment

220 WL = MMI5 Workload

‘250 CCL = Custarer Case Log

260 KCL = KDOA Case Log

‘zm CR = Referrals

‘3000 ADHOC = KAMIS AdHoc Reports

‘3100 REPORTS = KAMIS Reports (Actuate)

RREEE
DR
BREEE
RN

Uszer Search (B4
Select Usemame B ...

Usemame in Roles table

|_Security Agreement )
(OPENS in & new window.)

ACCESS DEFINITIONS

A
o)

None | Authorizations marked with none

removes access to selected module.

Read |Select, view, query, copy, reportor

utint screen forms and their data.

Write  |Create, update or
"delete” ferminateshide) data using
KAMIS screen forms
(Mote: KAMIS data may be marked for
"deletion” and thus hidden frarm view,
fautwill not be physically rernoved
from the database until archived
rriuch later).

Authorize the business transaction
farwhich data has been entered.

Approve

PREERREEEREEERREEEREDERRE
EEEEEREEEERBEEREEEREBEERE
D EEE RS EEREBE N AR S BREDERRE

BERR K S A SR DR KRR aas



http://www.aging.state.ks.us/

Information System Resources User Security Agreement

This document is available on line at www.aging.state.ks.us at the KDOA Web Application link.
The form may be completed on line but does need to be printed, signed and returned in paper
form to KDOA Helpdesk.

KANSAS Information System Resources User Security Agreement

Rerw. 0352602007
DEPARTMENT ON AGING

| understand that all the client information contained on KDOA computer systemsiar any ather agency's computer systems to which | have access is confidential. | agree not
to copy andfor disclose any information regarding persons who have applied for, have received, or who are receiving public assistance, ather benefits ar services from
KDOA to any unautharized groups or individual, of to any per=son for any purpose other than the administration of the KDOA programs using these computer systems.

| alzo agree to pratect all information available to me through interfaces with other agencies, whether the infarmation is on the KDOA computer systems via direct computer
access; from hard copy documents; or ather means of communication. This includes but iz not limited to information from the Internal Revenue Service, the Social Security
Administration and the Departments of Employment Security, Revenue and Administration.

| understand that | may only use Information System Resources for those specific functions for which | have been autharized.

| understand that the password(=) | creste iz or are confidential, may not be shared, and shall be uzed only by myself. If | suspect anyone elze has knowledge of my
pazsword, | will report it immedistely to my supervizor ar to KDOS HELP DESK and will change my password at that time.

| understand whenever | leave my workstation | must sign-off my personal computer or | must invoke a passwword protected screen saver.
| understand | must change my passwoard(s) at least every sidy days.

| have read thiz entire document and agree to shide by it's terms. | alzo understand that any violation of thiz agreement may result in disciplinary action which may include
dizcharge. Furthermoare, | understand that | may be prozecuted if | knowingly and intentionally use any KDOL computer systemsior any other agency's computer systems |
access for fraudulent or ather unlsvful purposes.

PLEASE COMPLETE THE FOLLOWING, CLICK 'PRINT ¥IEW' THEM PRIMNT THIS PAGE, ATTACH SIGNATURES, AND MAIL TO THE
ADDRESS LISTED BELOW!

& Entry View 7 Print View

User
USER MNAME | Ermnail |
FunctioniJob Title I Fhone Numberl
Office Location | Agency |
Signature of User | Date |

Executive Director {or their desighee) or Supervisor

Mame | Ernail |
Job Title | Phone Murmber |

Office Location |

Signature of Executive Director I
{or designee) or Superisor

Date |

Mail the original or Fax to:

Afth: KDOA HELF DESK, Information Services Division Faorassistance: HelpDesk@ading state ks.us
Mewy England Building Phone: {7845) 296-4987

503 Kansas Ave.
Topeka, KS BEE03 Fax: (785)-296-0256 053002007 10:04:08
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Chapter 3 — Accessing KDOA Web Applications and KAMIS Il
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System Requirements and Browser Settings

Introduction °

Monitor Screen Resolution at 1024 X 768.

e Microsoft Internet Explorer 6.0 or newer.
e Disable all Pop-Up blockers.
e Disable Auto-Complete feature.

Pop-Up Blocker

Disable the blocker or allow pop-ups for KAMIS sites. Depending upon the

pop-up blocker used, the procedures differ. See the specific instructions from
the software manufacturer.

disabled, is the Auto-Complete feature.

For the printing capabilities built into KAMIS there is one browser setting
that will need to be activated. The other browser setting needing to be

The following are the steps to set the browser setting in Microsoft Internet

Action

Result

Disabling
Browser
Settings
How to
Explorer.
Step
1.

Open Microsoft Internet Explorer

The browser will advance to the
Organization selection window.

Click on Tools

Click on Internet Options

Dialog box will be displayed.

Click on the Advance Tab

g |wn

Scroll down the listing and locate
the Printing section.

Developed 05/30/2007
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System Requirements and Browser Settings, Continued

How to (continued)

Step Action Result
6. | Select the Print background Check box should be active.
colors and images options.
Internet Options j e
Generall Securit}ll F'rivacyl Eontentl Eonnectionsl Programs Advanced
Settings:
[ Dan't display anline media content in the media bar ;l
Enable Automatic Image Fesizing
Enable Image Toalbar [requires restart]
Flay animationz in web pages
Play sounds in web pages
Play videos in web pages
O Show image download placeholders
Show pictures
Smart image dithering
cﬁ Frinting
Print background colors and images
q Search from the Address bar
q WWhen gearching
O Display results, and go ta the most likely site
O Doanat search from the Address bar
& Just display the results in the main window -
1] | 3
Restore D efaults |
Ok I Cancel | Apply |
7. | Click on Apply Setting is put into effect.
8. | Click on OK Dialog box will close.

Developed 05/30/2007
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Disable Auto-Complete

Introduction Due to the nature of the web and the built in internet browser features, the
AutoComplete feature will need to be disabled and all entries cleared. If this
is not done, it is possible that this feature will cause certain forms to not
perform correctly within KAMIS.

How to The following are the steps to set the browser setting in Microsoft Internet
Explorer.
Step Action Result

1. | Open Microsoft Internet Explorer | The browser will advance to the
Organization selection window.

2. | Click on Tools
Click on Internet Options Dialog box will be displayed.
4. | Click on the Content Tab

w

Internet Options EE3

Generall Securityl Privacy Content | Connectionsl Programsl Advancedl

-~ Content Advisor

Fiatings help pou control the Internet content that can be
@{ vigwed on this computer.

Enable... | Setings.. |
i~ Certificate
% Uze certificates to positively identify pourself, certification
@l authorities, and publizhers.
Certificates... | Fublishers... |

— Personal information
5, AutoComplete stores previous entries AutoComplete...
and suggests matches for you.

Microsoft Profile Sssistant stores your My Profile... |
perzonal information.

QK | Cancel | Aol |

Continued on next page
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Disable Auto-Complete, Continued

How to (continued)

Step

Action

Result

5.

Click on the AutoComplete
button.

The AutoComplete Settings
dialog box is displayed.

tvped before,

AutoComplete Settings 7| x| I

AutoComplete lists possible matches from entries you've

—Use AutoCamplete For

v web addresses
™ Farms

™ User names and passwords on forms
™| Erampt me ko save passwards

—Clear Auto”omplete history

Zlear Forms

CZlear Passwords

To clear web address entries, on the General tab in
Internet Options, click Clear History,

.

Zancel

Ensure that the check boxes are
unselected for the following:

e Forms
e User names and passwords on
forms.

Developed 05/30/2007
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Disable Auto-Complete, Continued

How to (continued)

Step Action Result
7. | To clear any entries that may be | Messages will be displayed.
in the AutoComplete feature, Click on OK on both messages.
click on the following buttons:
Forms and Passwords will be
e Clear Forms cleared.
e Clear Passwords
Internet Options |
\'r:':) Clear all previously saved fam passwondsT
ok | cemea |
Intemet Options ____________________HI
\_‘:) Claat all previcersdy aved Foim erbies scepl passwords?
[ ok ]| conce |
8. | On the AutoComplete Settings Dialog box will close.

dialog box click on OK.
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Accessing KDOA Web Applications

Introduction

How To

Developed 05/30/2007

The following are steps to accessing the KDOA Web Applications site.
KAMIS Il is part of the web applications.

The following are the steps to access the Main Menu of KDOA Web
Applications.

Step

Action

Result

1.

Connect to the Internet Provider,
if necessary.

Obtain TCP-IP (internet) access.

2.

Open Microsoft Internet
Explorer. Access the Aging
Information Resource Web Site.

http://www.aging.state.ks.us

KDOA Web site will be
displayed.

| Fle Edt Vew Favostes Toch Hep

[msck - 5 - Q) 3| Dsesen (wifuenss Ghess 3|y D - AT

| Ackbeen [ i8] b fwmes g st bt e

KKDOA Web Applications

Information Resource Site

Welcome

The purpose of the
Aging, Prosidens

s within the Aging Metwork:

Lige the heading b
o will find undar the spe

Phane.
FAX: (7
E-Mail: Halpads:

aging state ks us

Mew or Updated Information

¥rson Statls Change Process - Decamiber 20, 2006 Instuctions  NEW

to supply @ central point for obtaining information for Area Agencies on

e [t bo fareeand Lo the main sechon page. Below 1s a breakodonn of what
cal

o] @t

Related Links

= KAMIS S
= KAMIS Il Training and

« Web Applications Test Site
Section Information Available

« Citrix Access

Access KAMES and other systems through the web browser

» KDOA Web Applications

This area will be used in the future to access KAMIS Il and other Web-Centric KDOA

syEtame

« KDOA Program Information
« CARE Program Informatan
« Assessment Forms
s Regulatons and Statutes

ilable January 2, 2007

T j'I
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Accessing KDOA Web Applications, Continued

How To (continued)

Step Action Result
3. | Select the KDOA Web KDOA Web Applications Log
Applications Link. On Page will be displayed.

Recommended: For ease of use
in the future, create a bookmark
for this page.

T} KD Wb Applicstions - Miciossh Intemel Liploier
| Fie ES Vew Favrier Tosh Heb
| sk -+ - @3

| ke [ ] i v i 2 s

s KDOA Web Application Log-On

« Production

Application ||
CARE Inquiry [
o

Mote: The above applications will display as available only if you have access to
them.

| Aging aseariab it | State of Karaas We St | Prigoy Pakioy | Contact Us | =

Continued on next page
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Accessing KDOA Web Applications, Continued

How To (continued)

Step Action Result

4. | Select the Production Link. The Production Log On Page will
be displayed.

KDDA Login - Microsoft Internet Explorer M [=]E3 l
J File Edit ‘“iew Favorites Toolz Help |

J §=Back - = - (2 at | Qi Search [fFavortes G Media £4 | N S - ]

| Links | | & ~ |JAddress ] hitp:/webapps. aging state ks.us:7780/pls/himldb/f1p=101 =] @to

-

KANSAS “Webapplcatons

DEPARTMENT ON AGING Wer1.0  2007/05030@12:01:47  www Aging. State ks LIS FLEASE LOGIM

KDOA Login

* User Name ||

* password | = .Login. )

(case sensitive)

;'. Security Agreement )

INFORMATION

If you do not have a Login to KDOA or need assistance

Contact KDOA Help Desk

Help Desk hours are from 7:00 am to 5:00 pm Monday thru Friday
Voice Mail covered after hours

FPhone: (785) 296-4957
E-Mail: HeipDeskifDaging. state ks.us
Fax: (785)-206-0256

KDOA Web Applications
Hours of Availability

Week Days ¥:30am - 10:30pm

Saturday ¥:30am - 10:30pm

Sunday 11:00am - 10:30pm

(On State of Kansas observed halidays, the system is availahle,
however, ISD staffwill not he availahle for assistance during
these holidays, as well as Saturdays and Sundays.

### WARNING FOR OFFICIAL STATE BUSINESS ONLY ###

Flease usze this technology respansibly. The contents and communications of this information system, including electronic
mail and internet access, may be manitared to detect inappropriate use. K.SA 75-28949e(a){and ather statutes allow
disciplinary action, up to and including termination of employment, as a consequence of inappropriate use. Ifyou need more
information, contact the Kansas Department of Aging Help Desk at (785) 296-4987.

| KDOA Disclaimer | KDOA Freedom of Information Statement | KDOA Privacy Statement |
| Kanzaz.gow Home Page | Contact KDOA | LI

&1 0w Y —

Developed 05/30/2007
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Password

Introduction

Password
Requirements

Issuance
Procedure

Password
Requirements

Password

A unique User Name and Passwords are required to access KDOA
Applications. Additional security software that encrypts data before
transferring the information over the Internet is in place. This ensures that
unauthorized persons will not intercept data.

Passwords in Web Applications will expire every 60 days. Individual
passwords will not be visible to anyone, including KDOA support staff.
However, KDOA support staff will be able reset the password for a user who
forgets their personal password. Instructions for changing the password are
covered in the next section.

Upon receiving the Security request, the KDOA Help Desk personnel will
prepare and issue the appropriate Username and the initial password.

The following are the steps that will be taken by the Help Desk.

Step Action

1. | The Help Desk personnel will call and speak directly to the user.

2. | The user will be told of their User Name and password. The first
time the user logs-on to the system they will be required to change

the password, creating their own unique password at that time.

e Must be at between eight to ten characters long

e Can only be either alpha or numeric characters — no special characters
are permitted.

e Can not contain a portion of the user name

e Can not repeat a character more than four times consecutively

e Contain at least one uppercase character

Recommendations 4  Contain at least one lowercase character

Developed 05/30/2007

e Contain at least one numeric character

Note: A user should immediately change their password if they believe
another person may have discovered their current password.
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Changing the Password

Introduction Passwords in KAMIS will automatically expire every 60 days. However, the

user can change the password at any time manually.

How to The following are the steps to manually change the password to access

KAMIS:

Step Action Result

1. | Complete the login fields of User | A message will display an error
Name and Password. and asking for a password change

J File Edit View Favortes Tools Help

| &Back - = - @ At | Qiseach GiFavoites EhMeda (4| Eh- S - &

J Links >

J ui - |JAddresS I@j http:#/webapps. aging state ks.us 7778 pls/htraldb vy _flow. accept

KAN s A s Web Applications =]

DEPARTMENMT QR AGING User TestVer1.0  2007/05/30@12:08:22  www.Aning. State s US  PLEASE LOGIN

KDOA Login
* User Name [wemamed |
* password l— * @1
(case sensitive) _)

\‘SQCIII ity Agreement _)
{Opens in a new window.)

Change Password (The TEST', 'NEW' and 'kamis' passwords have expired.)

E ew Paseword Password must contain anly
Enter 3 New Fassword and Confirm Password entry to establish your pasaword for the KDOA Web Applications. |efters/numbers and be &t 10 characters long

Confirm Password &

Please enter a new password (and confirm).

*[Page is submitted when enter is press ifcursor
is in this field ]

1 error has occurred
+ Entera Mew Password and Confirm Passward entry to establish your passward for the KDOA Web I
Applications
INFORMATION
If you do not have a Login to KDOA or need assistance

Contact KDOA Help Desk

Help Desk hours are from 7:00 am to 5:00 pm Monday thru Friday
Voice Mail covered after hours
Fhone: (780) 206-4887

E-Mall: HelpDesk@aging state ks us
Fax. (T83-206-0256

|
[& Done [ [ [@emet

Continued on next page
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Changing the Password, Continued

How to (continued)

Step Action Result
2. | Type in the new password, press | Insertion point advances.
the tab key.
3. | Type in the new password once | Insertion point advances.
again to confirm the change.
4. | Press the Login button. The page will forward to the

The username and the original
password will be authenticated
then the password will be
changed.

Welcome Navigation Tab on the
KDOA Web Application Home
Page.

(Depending upon the access give,
this page may appear differently)

T KDUA Homes P'age - Miciosstt Intesned Laphser

| Fo Edt Vew Fovstes fock Heb
| sk - o - Q) | Dsesch [alfawries Pleds B3N G T -

Aekdess [ ] bty #tmbapps aging s ks 7T
|Unks g CutemiseLinks g Googhe g Windowe 3] 2 & £FD0A

e 1014 TIPICHECIT PHEISTT:

ol ot

KANSAS
DR AGING

KDOA : TRANI

Wi Applictions

User Test Vor 10 J00T0103E1 0446w
Waleame 3] Lopyed in st

F WELCOME WRETTL0 L

Welcome to the KDOA Web Applications Home Fage

Selincs ane of T folluwing linkes B NaMgaln b your reastnd we applcason

7(;’45&41.5' 7

Kansas Aging Management Information System

anses Piepartment on Aging
HAMLE Reports wbnte

Ta log of of the KDIOA Web Agglization pages. click the Logein Ink in e uppes righthand comer of the wes page

Developed 05/30/2007
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User Profile

Overview Your Profile is an option where you can edit your personal information that is
associated with your KDOA Web Application Sign-on.

Click on the Your Profile Navigation Tab to access this area.

Your Profile 7 Form on ACCESS_SIGNIN - Microsalt Intemet Explorer [olx]
Pa e J File Edit Wiew Favortes  Toole  Help ‘
g | “Back - = - @D [ 4| Qeach [kiFavoites EMeda oF | 55 S W - = K

| Links [ | & - HAddnass [ hitp.webiapps aging.state.ks.vus: 7778/ pls/himidb/F 7p=1001 0642271581 BO76BA0SE47::ND =] @60
Web Applications =
KANSAS LT
User Test'ver1.0 2007/05/30@12:18:02  www Aging. State ks US
DEPARTMENT ON AGING ‘Welcorne: Training User [07] Leogged in at: 2007/05/30@12:17 59
AAA : TRAININGUSER WELCOME Your Profile Help
Your Profile Information

Username TRAININGUSER
Marre Displayed |Training User

Title
Email |training@Eaging. state. ks. us

PSA DT
Primary Group ASA

Addrass |503 South Kansas Avenue Office

city[Topeka |
State [Kansas |
Zip Code IEEEUS—
Phone IW

(i Apply Changes ] Cance\.l

KAMIS Controls

Plan Of Care " Customer Information [ Totals [ Plan of Care [ options

Additional Information

Roles: ADHOC-approve, ASRPRCMAINT-approve, BUDGET-approve, CB-approve, CCL-approve, Cl-approve, CL1-approve, CL2-approve, CR-approve, CTM-approve, KAMIS-
approve, KCL-approve, KDOAA-approve, MU-approve, NA-approve, OMM-approve, ORG-approve, PM-approve, POC-approve, PSFM-approve, REPORTS-approve, SB-approve, SI-
approve, SP225-approve, SRVCFUNDMAINT-apprave, UAL-approve, UN-approve, UPR-approve, USR-approve, WL-approve,

IP Address: 172.28.6.95

€] Done
—

ol
A |

DT [ inemet

Continued on next page

Developed 05/30/2007
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User Profile, continued

Items Available
for Edit

Developed 05/30/2007

The following fields are available for edit:

Your Profile Information Region:

The Name Displayed in the header of the KDOA Web Application pages.
Title

E-mail

Address (this should be your business address)

Phone (this should be your business phone)

Office — If you work in a field or satellite office this field could be
completed.

KAMIS Controls Region:
This region is under development. When deployed additional information
will be available.

Additional Information Region:

This region is at the bottom of the page, displays the access rights currently
granted within the KDOA Web Application.
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Logging-In to KAMIS

Before you
begin ...

Security
Requirements

Breech of
Security

Security
Lockout

Developed 05/30/2007

Users will need to obtain a user name and initial password from the KAMIS
Security Administrator. See security request instructions in Chapter 2. The
Security Request form is also located in the Appendix.

e DO NOT share the User Name or Password.
e Only one sign-on is permitted to be active within KAMIS at one time.

KAMIS has an extensive internal audit trail for documenting when and by
whom data is created and changed. For this reason, logging into KAMIS with
another user's name and password is specifically prohibited. Incidents of
false identity will be investigated by KDOA. This may result in revoking
access for both the person falsely logging in, and the KAMIS user who
revealed their password.

If a KAMIS user tries to log-in unsuccessfully 5 times, the user’s account will
be lock-out for a specific time. At this time the lockout is between 15 and 30
minutes. The user will be required to wait during this time frame.

Continued on next page
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Logging-In to KAMIS, continued

How To Follow the steps in the table below to complete the KAMIS sign-on process.
Step Action Result
1. Once the KDOA Web KAMIS Il Log-in page will be
Application Home page is displayed.
displayed. Click in the KAMIS
Il Link.

Ty Home - Micizsolt rdeimet Erplorer
| Fie Edt View Favoier Tooh Mel

e I Lk e = e

| Ackboss €] b /iwebopnr aging siste ka ot TTMplhirkchyFipa 4172720907 TESSTT-ND: Bl
|Urks ] Cuntomen Liks €] Googe 2 Windows Li

K"-”-"-‘ JI VS TeRVRE 2D J00TINOHENINEND AR State ' Logean

Person Search
wamzin [
Firthame [
Labama [
ssnl
[ —
patEoF RTH[
(searcH) ((RESET )

Developed 05/30/2007 3-15



Logging-Out of KAMIS

Introduction

How to

Developed 05/30/2007

There are two options to exit the KAMIS web application.

e Logout — Will exit KAMIS and return the user to the Sign-on Screen
e KDOA Home Page — Will return the page to the KDOA Application
selection page so that another application can be selected.

The user should logout of KAMIS if they are going to be absent from their
work area for an extended period. This is for security reasons. If there is no
activity by the user for 20 minutes KAMIS will automatically Log-out the
user.

Follow the steps in the table below to logout of KAMIS.

Step Action Result
1. Click on the Logout Link at the | The browser window will be
top right of any page within returned to the appropriate
KAMIS. window.
== x]
E
j o Gin

FDOA Home Page 2l
Logout

—
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Exiting KAMIS

Introduction When the user will not be using KAMIS for a period of time, the program
should be closed in order to release the computers memory resources.

How To Follow the steps in the table below to exit KAMIS.
Step Action Result
1. Logout of KAMIS as instructed | The browser will close.

in the previous section then in
the upper right corner of the
browser window, click on the

exit button.

If this action is taken with KAMIS not logged-out first, KAMIS will
automatically log-out the user at the system level.

Developed 05/30/2007 3-17



Chapter 4 — Standards and Navigation Methods

Table of Contents

Data ENtry STANUAIAS ......ocveeiiiiiiee ettt sttt be e sbeeneenreas 1
HOIME PAgE ...t e bt e e bb e e e bb e e e bb e e e bb e e ebneennrne e 2
LT ol T U [ ST URUSRPR 3
FOIM PAJES. ...ttt e bt e e bt e et et e e b et e e be e e e be e e b e e e tn e e erre s 4
Navigational 1cons and BULLONS ..........c.coviiiiiiiieis ettt sneesreeres 5
KAMIS NaVIGATION BAIS.......ciiiiiiiiiiiieiieitesiesie sttt ettt bbb e 8
LOG-1N INFOIMELION ....oiiiecece et e e et e e e sbeesreennenres 9
PGS COMPONENTS ......eiiiiiiietiiee ittt b et b e s e bt e e b e e e sseenneennenne s 10
e T=Y (o NN Fo AV T LA o] USSR 11
PIINEING ..t b bbb Rt R bR R bbbt e e n s 13
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Data Entry Standards

Introduction Since KAMIS follows the paper forms, data entry is simplified.
Data Entry Type in all CAPS
Standard

No Punctuation

Exceptions:
e |If a person has just initials as the first or middle name (i.e. A J

Smith) enter the name with a period (A. J. Smith)
e If Last Name is O'Neil - use the apostrophe ()
e |f Last Name is Hyphenated - use the hyphen (-)
First Name field - Use Legal Name, not Nickname or Preferred Name
Middle Name field - If only Initial is given, use a period.

Last Name field - Include Jr., 111, IV, etc.

Hint When possible, maximize the browser. This will ensure that all fields are
easily accessed.

Be patient, numerous clicks will re-start the request and slow the response
time. Also, errors may be experienced which will necessitate the user to
restart KAMIS. Beware that at peak Internet usage times, the performance of
the system may vary.

Developed 6/4/2007 4-1



Home Page

Introduction

Page
Components

The Home Page of KAMIS carries all the program options and commands.

Below are the Home Page components.

Home Page
.
Browser Menu Mav'g%'on Regions Exit ’ ’
& Button Bar enu bar
rl\; Ea v\m r. !w- Help -
de'*'ﬂ-‘ A DSeach [afFfavntes (Fhedo 1 Y- Y T
- rm.-’.-’mm-,a\ru;nm.-,u; :nn-:a,mw%-my{mlmmmmm.-:1 \ 5 p‘sad
Logln ‘K-l_\.'f.\'“ Uswe Tosk ver 273 mn?f\’.-.-:n.. 2430 .|. o
Information ey g MO ey oty
Search =
Options oeEoFeRTH] —)
= ED —_—

Developed 6/4/2007

Interet

L

[

Action Button

\/

]

Menu Option
Action Buttons

Scroll Bar
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Search Page

Introduction The person search page of KAMIS allows full or partial searches.

Page Below are the Person Search Page components with search results displayed.
Components

\ Search Results Page

ek -+ - Q) &) B (oo ot 3B S0 T
| [ At [ ) oo vt ek 71 78 1 4 2 10051 551 5791 394, N P | oo
| ePage =
'}(’4_1”\\ ] User Tostver 273 F00TIAAGNOBEAN  wew AGING Stita ki LS Logan
KAMIS Wikcame, Trainina Uset [17] Leagad in at wsmnagnossn
NaVigation Home Jf Porson Soach Resulls F Organizations & Oig. Members
Bar KAMIS IO FIRST MAME LAST_NAME s8N MELICAID 2 DATE OF BIRTH
[ [E0 e [ I Bl (sesmrcn) (RESET) ensm
Search Results (Sorted by Last, First, Middle) g SURE
EFFUT  KAMISID FIRST MIDDLE  LAST OB SN PSA MEDICAID ¢ Undate | View
Pewan Forme
V1G4 16270 GEORGE JEANNERET | (MM 9245 1 E!N\\ )
DHEERZME 3077 GEORGE JEFFERY DAMGNYTE  HY4093747 9 E‘N‘: /
O2572004  F32497 GEORGE D JEFFREY 1EINa20 " E\K _’,‘
TIZERMS 1459158 GFORGE © JEFFRIES D&M SN 928 m ?"‘: j
0006 S381T | GRORGE EMANS  DImANGT S153a7158 @ B 2
OUMA SR AL56R GFORGE JEMNINGS DAMSAR0E  STITTR4R7 i El;: )
Search OUFF1FZNID - BRTRS GRORGE M JEMSEN TIANR1T  S107E3I90S " E"IQ j
Res ItS DATEUE UGS GEORGE JENSEN | 10r0nu33 8 B
u OB 1672 GEORGE A JESSE 120N G15363028 & B @
12002004 TSEI0N  GEORGE JESTER B
VINIZ0G 20000001 | GEORGE JETHON 12 B | ¥
rowd) 111 6 11
_ _ 4
) [ [ inimanod 7
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Form Pages

The example used is the Standard Intake form

Form Pages

Customer Information

3 Standuid Intaks - Miciosolt Inbeinet Daphoai
| Fle Edk View Favoes Tosh  Hep
Pk - - Q[ A DSemh (slfaente heke F D S

8 [(2] o /vbapnt ang slate ki i 777 pku ik A o 04152 1600145001 S322520040 B

'&-.'_\ [ Umee TostVar 373 JOOTONDAGI 04T o Aging Snate ki L Logowt
\Wialcome: Training User [12) Lagyed in o 200701041 15427
Homa £ Perswa Search Resutts # Person Admin F Parson Forms ff Osganizatiens F Ovg. Membars J
- k - STANE;A;;;Imémm SETSOM, GEORGE Ffactive 11173006 £54 1 intaks Hor
PIC Date |r|mmn||:'. P ‘.. Primary
Calendar A— Navigation
option button e Tabs
Secondary
Navigation
Comment or s Tabs
Text Area amenenel R
- \ e

\
Drop Down Boxes

Note: There will be a Save action button on the first tab of the form, this
will save the form to the database. Once this is done as the form is
completed page by page, the form will automatically save then advance to
the next tab.
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Navigational Icons and Buttons

Introduction

Developed 6/4/2007

Icons are used in KAMIS 11 as visual aids to indicate certain actions.

Icon Action

View Icon. Clicking on this icon will open the

corresponding form. Forms that are in Approved status
7 can be viewed only.

Access Icon. Clicking on this icon will perform the

= action as indicated in the column heading, i.e. open the
iy corresponding form.

Modify Icon. Clicking on this icon will perform the

# action as indicated in the column heading, i.e. open the

corresponding form for modification. Modifications can

only be made to forms that are in the Work in Progress
status or the Plan of Care.

* Work in Progress Required Field icon. This field is
required in order to save the form in a Work in Progress
status.

REQ Approved Required Field icon. This field is required

in order to save the form in an Approved status.

See below search field, type the name or criteria in the yellow

Search fields. The field above the listing area is a

highlighted field then press enter. A listing will display
in the bottom area. Once the appropriate option is
displayed, click on it once to highlight the option and it
is selected.

Blank Field

Nursing Facility Search | [enter]

Marme of Facility I - | I

Completed Field

Nursing Facility Search !at [enter]

ATCHISOM SEMIOR VILLAGE - ATCHISON
OTRIA HEARTHSTOME -- Topeka
ATTICA AWNMEX - ATTICA

Mame of Facility

Continued on next page



Navigational Icons and Buttons, Continued

Introduction (continued)

Developed 6/4/2007

Icon Action
Select Fields County and State Code Fields. Start typing
W iy jcode sa siLNE the County_ or Statg Abbre_viation Code_ ano_l a
ononernan || reference listing will be displayed. This will
SF STAFFORD 1
SretarrorD || ensure that the correct county code will be used.
SH SHERMAMN
SM SMITH
SN SHAWMEE
ST STANTOM
SU SUMKER
SV STEVEMS
SW SEWARD
i KS KANSAS
* State (code) lkl_ R e

Completed Fields

* County {code) [sn | SHAWNEE

* State (code) lks KANSAS

-

Expand Arrow Indicator. The arrow with a
plus indicates that there could be additional
information available to view. Click on the
arrow and the subsequent region will expand.

( SEAHCH) ( HESET)

Action Button. The buttons are labeled
accordingly to the action they will perform.

[ [ ]

o

Status Indicator. The browser status indicator
bar will be displayed at any time there is a
request made to the KAMIS database to either
save or to bring back information.

row(s] 11 - 20 of 439

[ < Previous H MNext = ]

Page Advance Indicators. KAMIS allows a
certain number of lines of data to be seen at a
time. When there is more information to be
displayed, page advance indicators with
previous and next buttons will be displayed.

Continued on next page



Navigational Icons and Buttons, Continued

Introduction (continued)

Icon Action
Customer Save Notice. A notice will appear in green in
Successiully saved. the heading area. If there is an error it will
05112007 01:08:22 P || display in the same area but in the color red.
EI Date Picker Icon and Calendar

Comment Box:
- Has a count down
option under the box

H that indicates how many
0.t 2000 characters are available.
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KAMIS Navigation Bars

Navigation Bar  Below are the two examples of the Navigation Bar. The top is the navigation
Options bar on the Home Page of KAMIS and the second one is the navigation bar on
a form after a person search and selection has been completed.

These options act as links back to the area with the last person search results
displaying. Once a person is selected from the search area, the links will
access the person administration area or the persons form listing.

Home & PersonSearch Results & Organizations J Org. Members & MMIS Workload §

Home & Person Search Results & Person Admin & PersonForms & Organizations & Org. Members & MMIS Workload

Link Description
Home Returns to the KAMIS Home Page
Person Search Returns to the Person Search Page with the last
Results completed search displayed.
Person Admin Accesses the Person Administration Information for
the person selected from the search criteria.
Person Forms Accesses the list of current forms for the person

selected from the search criteria. A new form can be
created from this area also.

Organizations Displays the Organization Search Page.
Organization Displays the Organization Members Search Page.
Member

Developed 6/4/2007 4-8



Log-In Information

Introduction At the top left corner of the pages will be displayed a Log-In status
information area.

KAMIS The heading will be displayed at the top of every page in KAMIS.
Heading
System Accessed Date and Time Link back to
and Current Version the website
\ v v

g o :
o ¢ i User Tester 273  200701/04&12:13:03 st A0, State ks LIS
K asis 11 € i

Welcome: Training User [12] Logged in at: 2007/01/024@11 5227

Welcome Statement with Login date and time.
Users Name and PSA

Developed 6/4/2007 4-9



Pages Components

Introduction

Page
Components:

Developed 6/4/2007

All pages follow the corresponding paper forms in most cases. However,
some fields differ from those on the form in location only. In those cases, the
tab order has been changed to follow the form.

The following is the breakdown of the Components. The example page used
in this section is the Uniform Assessment Instrument (UALI).

Component Description
Navigational Links on the page which when clicked will forward the
Links page to another feature within KAMIS.
Navigational Tabs at the top portion of the form. Corresponds with
Primary Tabs the forms page sections.
Navigational Tabs within the form which provides additional
Secondary Tabs | navigation. Corresponds with the forms page sections.
Text Fields Fields where the data may be typed and entered.
Drop Down Fields with an arrow on the right side. When selected
Boxes appropriate options are displayed.
Type the 1% letter of the selection desired and the list
will be forward to the first entry that starts with the
character. To select the desired entry:
e Continue to press the same character and the listing
will forward down the list.
e Use the mouse to scroll down the listing.
e Use the down arrow key.
Check Boxes Fields that are small boxes. When selected the field will

answer indicates "yes".

indicate a check mark [ or [®. When selected, the

Check boxes are use when there are several options that
can be selected.

Radio Buttons

Fields that are a circular ® . When selected the field will
darken. When selected, the answer indicates "yes".

Radio buttons are use when there is only one option that
can be selected.

Continued on next page
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Field Navigation

Introduction

Data Selection

Keyboard

Field Advance

Developed 6/4/2007

The field navigation methods are consistent with all pages in KAMIS.

For Data Entry there are several ways to select data within the field.

Type of Field

Navigation Methods

Result

Single entry fields

e Tab

e Double Mouse Click

e Click and drag to
select

Highlights data

The following are the navigation methods by keyboard combinations.

Key Action
Tab Move to next field
Shift + Tab Go back one space
Space Bar Checks or unchecks a check box
Arrow Keys Moves through and selects the radio
button
Enter Submits the entry — Must tab to the

action button.

For Data Entry there are several ways to advance to the next field.

Type of Field Navigation Methods Result
All single entry fields e Tab Advances
e Mouse Click
e Shift +tab Backs up one field
e Mouse Click
Continued on next page
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Field Navigation, Continued

Data Entry
Navigation

Developed 6/4/2007

For Data Entry there are several ways to enter data into fields.

Type of Fields Data Entry Methods Action
Text or Comment Fields |e Keyboard Data entered.
Check Boxes e Space Bar Will select or de-select
e Mouse Click the check box.
Radio Buttons e Mouse Click Will forward the

o Arrow keys

insertion point down the
listing. Tab will jump to
the next input field.

Drop Down Boxes

e Mouse Click
o Type the first letter
of the option.

Option will be displayed.
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Printing

Introduction There are three options for printing from KAMIS. They are:
Use the Print View link of KAMIS on the forms page
e Use the Print Icon on the Forms List page

e Use KAMIS Reports
Print from the
Form Link Sistance " Print Wiew
OpenS |n a =3 Uniform Aszessment Instrument - Microsoft Internet Explorer - |
separate =
1/ Kansas Department on Aging - Uniform Assessment Instrument
br_owser KHLMLS‘ IT) |uan )
window User Test  ‘iewsd on: 01/10/2007 09:11:54 AM  by: TRAININGUSER i, &
page 1

Digaster Red Flag
Electric:

Phys Assist/Medication:
Mo Access to Mews:
Cognitive Impairment:

FPSA; 12

Asgsessment seq nbr: 20000029

Form type: 164 - UNIFORM ASSESSMENT
INSTRUMENT

Form status: 159 - WORK IN PROGRESS

Mone: X
Marne first: ELROY
Mare last: JETSON
Marne middle:
MName preferred: Birth Date: 08/02/1918
Person name: JETSON, ELROY Age: 88
Gender: 188
Customer address: SKYPAD APARTMENTS harital status: 282 - SINGLE
Custamer city: ORBIT CITY “eteran ind: N
Custamer county: SN
Customer state: KS Below poverty ind: N
Custamer zip: 66603 Live alone ind: Y
Custamer phone: 785296 4987 Customer location: 277 - URBAN
Custamer phone wih cell:
Directions: Customer ehtnicity type: 1385 - NOT HISPANIC OR
LATING
Customer alt address: Customer ethnicity: 1378 - WHITE NON-HISPANIC
Custamer alt_city:
Custamer alt county: Customer speaks: 266 - ENGLISH
Customer alt state: Customer reads: 266 - ENGLISH
Custamer alt zip: Customer understands: 266 - ENGLISH

Custamer alt phone:
Difficult communicate ind:
Customer ssn; 987412365 Difficult understand ind:
Medicaid card id:

Medicare card id:

Persan nbr customer: 20000015

Emergency_relationship: Guardian_relationship:

narne: narne:

address: address:

city: city: =l
|&] Done l_l_’_ 0 Internet 4

Continued on next page
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Printing, Continued

Print from the
Form List Page

KAMIS
Reports Option

Developed 6/4/2007

Print the Assessment forms or the Plan of Care from the Forms List by
clicking on the printer icon.

2 Create Mew Form
Forms List ;)

Unmet Plan of

Form Type Form Date Form Status PSA Noee e

ABBREVIATED UNIFORM ASSESSMENT INSTRUME (1/05/2007  APFPROYED 12 Uk create
UMIFOREMASSESSMENT MSTRUMEMT /0172007 | APPROVED 12 LM APP
ABBREVIATED UMIFORM ASSESSMENT INSTRLUME 23072006  APPROVED 12 UMM 1] create

Back j

Print the Assessment forms and the Plans of Care from the KAMIS Reports
Option.

<D A A Qoeach GiFavoies Heds 4] By S @ - 5] K

/fkamiswebreports. aging. state ks.uz 7021 /jsp_serviet/KDOA. jsp

ansas (J)epartment on .4 ging

K.A.M.I.S Reports Website

KDOA Reports

KD OA FORMS

ENS_0147 KAMIS_SVSTEM _CHANGE REQUEST REQUEST AND_FROIECT PLAN_FORM
KMS_0145_KATIS_REPORT_REQUEST_FORM

KME_ 01149 KDOA_PLAN_OF_CARE
HME_0150_KDOA_TTNIFORM_PROCRAM_REGISTRATION_FORL
KME_0151_KDOA_TTNIFORM_PROGRAM_REGISTRATION BLANK_FORM
EMS_0152_KDOA _CARE_INTAKE INFORMATION_FORM

EMS_0153_KDOA _CARE_INTAEKE _INFORMATION _BLANE _FORM

EMS 0154 KDOA CARE PROGRAM 30DAY FOLLOWUP _FORM

EME 0135 KDOA CARE PROGRAM 30DAY FOLLOWUP BLANE FORM

EME 0156 KDOA CARE PROGRAM 90DAY FOLLOWUFP FORM

EME 0157 KDOA CARE PROGRAN 90DAY FOLLOWUP BLANE FORM

ENE 0158 KDOA CARE LEVELL ABSESSMENT FORM

ELE 0159 KDOA CARE LEVELL ARSESSMENT BLANE FORM

ELE 0160 KDOA 3TANDARD INTAKE FORM

ENE 0161 KDOA 3TANDARD INTAKE BLANE FORM

ENME_0162 KDOA ABBR_UNIFORM _ASSESSMENT _INSTRUMENT_FORM

KMS_0163 KDOA_AEER_UNIFORM_ASSESSMENT INITRUMENT ELANK FORM
KMS_0164_KDOA_TNIFORM_ASSESSMENT _INSTEUMENT_FORM_FOR_HISTORY_ONLY
KMS_ 01644 _KDOA_UNIFORM_ASSESSIMENT _INSTRUMENT _FORRT
KME_0164E_KDOA_TTNIFORM_ASSEISMENT INSTRUMENT FLAN_OF_CARE,_AND_SUPFORT_SERWICES_FORM
KME_0165_KDOA_THNIFORM_ASSESSMENT _INSTRITMENT BLANE_FORM
KMS_011658_KDOA_TNIFORM_ASSESSWMENT INSTRUMENT PLAN_OF_CARFE,_AND_SUPPORT_SERVICES_ELAMK_FORM
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Chapter 5 — Person Search

Table of Contents
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Person Search Requirements

Introduction

How it Works

Search Options

Exception

Updated 11/24/2008

The search function is the basis for ensuring data integrity within KAMIS.
Customers should not be duplicated within the system. Therefore, person
search is where all functions in KAMIS begin.

Each person is entered into KAMIS through the Person Administration
function. Adding a person to KAMIS is explained in Chapter 6, Person
Administration.

To protect the customer information, the Person Search function has been
changed to display only certain information. Below are the different search
criteria options and what will be displayed.

KAMIS ID = Statewide

Name (First & Last or Partial) = PSA only

Name (First & Last or Partial) + Date of Birth = Statewide

SSN = Statewide

Date of Birth = Not available alone, must be in conjunction with the
Name.

SAE I

When using the search criteria for statewide results, the listing will display
with all matches regardless of the PSA/iTCM. However, the Person
Administration icon/link, Social Security Number and/or Date of Birth will be
unavailable (unless used in the criteria) for any customer whose PSA/ITCM
does not match the person performing the search. Persons with no associated
PSA/ITCM will display regardless of the criteria used.

The following pages will review the different search options and what search
results will display.

If a person has just initials as the first or middle name (i.e. A J Smith) enter
the name with a period (A. J. Smith).
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Person Search

How To

Updated 11/24/2008

Follow the steps in the table below to complete a person search.

Step Action Result
1. | On either the KAMIS Home
Page or on the Person Search
Page, enter the Search Criteria
2. | Press Search button When complete, a list of the
names found and/or a no data
found message will display.
If Person... Then...
Is returned Proceed with a new or
existing form.
NOTE: A limit of 100
records will be returned. A
statement will indicate that
there are more available. The
criteria will need to be
adjusted to narrow the search.
See Form Selection Chapter
for detailed instructions.
KAMIS ID FIRST MAME (opl) LAST MAKME (2 char.) SN DATE OF BIRTH
| a menm 070411928 SEARCH ) _____
q
done: 0:01
Search Results (Sorted by Last, First, I\.'Iiddle}
OELE'?‘}‘;‘L EFFDT KAMISID FIRST MIDDLE LAST DOB SSN PSA Cgﬂ%‘g“ ggf:_'g ;"u'f:s
0110172007 01/01/2007 20000518  ANMNE MERMAID | 07/04M928 222-22-2222 20000082 ACTIVE ?;‘\ _?
07/01/2008 07/01/2008 20000509  ARIEL MERMAID | D7/04/M1928 | wodi-10i-000 4 ACTIVE ,¢
04/01/2000 0Q4/01/2000 20000518 ALLEN MERMAM | 07/04/1028 | 555-55-5555 Ef'\\ g
row(s}1-3

Continued on next page
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Person Search, continued

How To (continued)

Step Action | Result
If Person... Then...
Not returned A new person will need to be

entered into KAMIS. See
Person Administration
Chapter for detailed
instructions.

KAMIS 1D FIRST NAME (opt.) LAST MAME (2 char.} 55N DATE OF BIRTH

ar mermaid (" sEARC
& R”H.) RESET
done: 0:01

Search Results (Sorted by Last, First, Middle)

No Data found

Updated 11/24/2008 5-3



Search Results — KAMIS ID Number Only

Introduction

Updated 11/24/2008

This search will return the customer regardless of the associated PSA/iITCM.

However, for the customers whose PSA/iTCM number is NOT the same as
the person performing the search, the social security number and date of birth
will be unavailable. The link to the Person Administration Page is also
unavailable.

To have a person referred to your PSA/iTCM click on the View Forms link
and Request the Referral. See the Referrals documentation for instructions.

KAMIS ID FIRST NAME (opt ) LAST NAME (2 char.) SSN DATE OF BIRTH

0000509 SEARCH )
\ : RESET
done: 0:01

Signed on as
same PSAIITCM

Search Results (Sorted by Last, First, Middle)
ORIGINAL » CUSTOMER Update View

EFF DT EFF DT KAMISID FIRST MIDDLE LAST BEh PSA STATUS | Person! Eorms
07/01/2008 07/01/2008 20000508 ARIEL MERMAID |07/4M1928 999-99-9998| 4  ACTIVE E‘:‘\\ T4
row(s) 1-1
KAMIS 1D FIRST MAME (opl) LAST NAME (2 char ) S8M DATE OF BIRTH
20000509 SEARCH
done; 0:01

Signed on with
PSA/ITCM #5555

Search Results (Sorted by Last, First, Middle)

ORIGINAL CUSTOMER Update View

EFF DT EFF DT KAMIS ID FIRST MIDDLE LAST DO PSA STATUS  Person Forms
07/01/2008  O7/01/2008 | 20000508 ARIEL F.1ERI.I-\JD 4 | ACTIVE g

row(s) 1-1




Search Results — Name Only

Introduction This search will return only the customers whose PSA/iTCM number is the
same as the person performing the search. The Name Search results will be
returned with the criteria selection in red for easy reference.

o Partial Name Searches — Entry in the First Name field is optional but
at least two characters must be typed in the Last Name field.

KAMIS ID FIRST NAKE (opt) LAST NAME (2 char.) SSN DATE OF BIRTH
ar mermaid I 1 | (searcH s
N ) RESE
done: 0:01
Signed on as
same PSA/iITCM

Search Results (Sorted by Last, First, Middle)
ORIGINAL CUSTOMER Update View

EEE DT EFFDT KAMISID FIRST MIDDLE LAST DOB SSN PSA STATUS | Person Forms
07/01/2008 07/01/2008 20000509 ARIEL MERMAID 07/04/1928 999-99-9999 4 | ACTIVE E?i\ 74
row(s) 1-1
KAMIS 1D FIRST NAME (opt.) LAST NAME (2 char.) 58N DATE OF BIRTH
ar mermaid SEARCH
S R“H) RESET
done: 0:01

Signed on with
PSA/iITCM #5555

Create New Mame Entry

Search Results (Sorted by Last, First, Middle)

No Data found

Updated 11/24/2008 5-5



Search Results — Name and Date of Birth

Introduction This search will return only the customers whose Name and Date of Birth
match. This search will return the customer regardless of the associated

PSA/ITCM.

KAMIS 1D FIRST NAME {opt) LAST MAME (2 char.) S8N DATE OF BIRTH
a mernm 070411928 SEARCH
! N e L& ) RESET
done; 0:01

Search Results (Sorted by Last, First, Middle)
CUSTOMER Update View

0?;?':;? EFFDT KAMISID FIRST MIDDLE LAST DoB SSN PSA STATUS | Person Forms
01/01/2007  01/01/2007 20000519 = AMMNE MERMAID | 07/04/1928  222.22-2222 | 20000082 ACTIVE E""}\\ ,)’
07/01/2008 07/01/2008 20000509 ARIEL MERMAID | 07/04/1928 | x00-0t-10 4 ACTIVE r
040172000 04/01/2000 20000518 ALLEN MERMAMN | 07/04/1928 555-55-5555 E!:\ 4
row(s) 1-3

Updated 11/24/2008 5-6



Search Results — Social Security Number

Introduction

Updated 11/24/2008

This search will return all customers whose Social Securty Number matches
the entry, regardless of the associated PSA/iTCM.

However, for the customers whose PSA/iTCM number is NOT the same as
the person performing the search, the social security number will display as it
was entered into the search criteria but the date of birth will be unavailable.
The link to the Person Administration Page is also unavailable.

To have a person referred to your PSA/iTCM click on the View Forms link
and Request the Referral. See the Referrals documentation.

KAMISID  FIRST MAME (opt) LASTNAME (2char)  SSM DATE OF BIRTH
| 909980999 SEAR )

Signed on with
PSA/ITCM #5555

Search Results (Sorted by Last, First, Middie)

ORIGINAL CUSTOMER Update View

EEE DT EFFDT KAMISID FIRST MIDDLE LAST DOB SSN PSA STATUS Person Eorms
07012008 07012008 20000508 | ARIEL MERMAID  wetecbooce | 909-99-0980 4 ACTIVE 74
040272007 04252007 20000510 FLOUNDER FISH outothoont | 900-99-0099 0 & | ACTIVE 4

rowis) 1-2
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Chapter 6 — Person Administration

Table of Contents

General INTOMMEALION ......cc.iii e et sb et be b reenae e 1
o [0 Lo = T ATV =T €0 PSSR 2
Possible Duplicate RECOId FOUNT..........ooiiiiiiiiieiecie et 4
AAAING PEISON ROIES......cuieiiiie ettt e e esreeteeseesbeeaeeneesreenaeeneeneeans 7
N L o S ST PRSP 9
Adding Address INFOrMELION .........coiiiiiiee e 10
Updating Address INFOrMation ..........cc.coieiiiiiiiiiie et 13
AJUING ASSOCIALES ......eeveeieeee ettt et bbbkt b bbb e et e b et e b e s bt b e se e e e e 15
ASSOCTALE SEAICH ...ttt b bbbt s et e b et e b e be et e e b e ane et e e s 16
Person Not Found - Adding a New Person as an ASSOCIALE .......cc.eeveieereeierieeneeieseesieeneeseeseeas 17
Adding an AsSOCIate t0 @ CUSIOMEN .........ccviiiieieiie ettt ae e e eeeree s 18
Displaying Addresses fOr ASSOCIALES..........ciuiirieierieriesie sttt sre e 21
Terminating an Associate and Customer ASSOCIALION ..........ccvevvveiieiieeieeie e 22
Changing @ PEIrSON’S STATUS. .......cverueiterieitiitisiesieeie ettt bbb nns 24
Changing a Customer's Status — Line Item Search ............cccccvevv e 25
Changing a Customer's Status — INACTIVE..........ccooiiiiiiiiie e 27
Changing a Customer's Status — DECEASEA ........cceeveiiiiieiecie e 29
Changing a Customer's Status — Through the Plan of Care..........cccoccoveveiie e 30
Change Customer Status t0 ACHIVE ......c.vciui it e e 31
PIINT VIBW ottt et e st et e e st e e s et e e s te e s e nbeenteen e e s beenteeseenteaneenrens 34
Important The required fields referenced in this chapter refer to system-required fields.

These fields are required in order for the assessment forms to be saved in
approved status.

The information that is required due to policy may be different from those
that are system required.

Updated 05/03/2007
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General Information

Introduction

Requirement

Background

Duplicate
Records

Updated 05/03/2007

This section explains how to enter a new person into KAMIS.

A person search must be done to ensure that the person has not been
previously entered into the KAMIS System.

All persons entered into KAMIS are located in the same database table but
different roles can be assigned depending upon why the person is in the
system. A person can have multiple roles assigned (customer, associate, case
manager, etc.). Therefore, no one person should be entered more than once
into the system.

If duplicates records are found, determine which KAMIS number has the
most actuate information in person administration and notify the KDOA Help
Desk of the duplicate record. The Help Desk will need the following
information:

Customer Name

All KAMIS Numbers involved

Indicate if there are assessment forms on both KAMIS Numbers
Indicate the KAMIS Number should be retained.




Adding a New Person

Important Due to the history collection features of KAMIS, a person's detail record can
be updated only once within a 24 hour period.

How To Follow the steps in the table below to add a new person in KAMIS.

Step Action Results
1. | Complete a person search. No data found will be displayed.

P o Wiz e
\J Welcome: Training User [12] Logged in at: 2007/02/19 @09:35:21

Home J# Person SearchResults Jf Organizations Jf Org.Members Jf

KAMISID  FIRST MAME LAST_MNAME 55N MEDICAID # DATE OF BIRTH

[ ] [ETS [ I B (searcH) (RESET)
“Create New Name Enl

Search Results (Sorted by Last, First, Middle) \w)

na data found

2. | On the Person Search results | Person Administration — Adding New
page, click on the Create Person Page will be displayed.
New Name Entry button.

Home & PersonSearch Results & Organizations & Org. Members &

I =3 YWelcome: Training User [12] Logged in at: 2007/02/10@00:35:21

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin I

[ wame |[ Roles |[ atert ][ addrass intormatian |[ ssociate || Frintview |

* NAME (first) | (iddle) [ * (last) [

Migkname [ * Effective nmlW!l
pasorginn [ | & Date of Death Bl s
ssn[ | warital Status [~ =]
cender[- =] veteran [- 2]
Initial Role lm
Elhmmwlﬁ
Rare [~ =

ol

Ethnicity Remarks

Speaks |- -
Reads |- -
Understands Only | - -

.CEHCE\ ) Creste New Client Entry )

Continued on next page

Updated 05/03/2007 6-2



Adding a New Person, Continued

How To (continued)

Updated 05/03/2007

Step Action

Results

3. | Enter First, Middle and Last
name. If the customer goes
by a Nick name, that name
can also be entered.

Do not use punctuation. See Note
below.

Note: Search requirement is to use two

characters in the first name field. If a

person has just initials as the legal first or middle name (i.e. A J Smith) enter

the name with a period (A. J. Smith).

Step Action

Results

4. | Enter the persons’ Effective
Date.

Use the Assessment or Intake date.

5. | The Initial Role will be
populated as customer but
can be changed.

A role is required.

6. | Complete the information that
pertains to the customer.

No fields are required. There is some
information that is required by certain
forms or services, i.e. Ethnicity, Race
or Social Security Number.

7. | Click on the Create New
Client Entry button.

Person will be saved, a KAMIS ID
will be issued by the system and the
screen will advance to the Roles tab.

T Weluoemi: Training User [17] Laggea s a

£ SO07ARNGE 1R

PERSOMN ADMINISTRATION

HAMIS ID: 50000167 Name: JETSON, JUDY Effective: 01012006 PSA 12 Customer Status: ACTIVE

| Persom tehwin || List Fomne || Case Log || customer Retens

o |[saeiee | v

* pame grinsny U trraidelle) [

Mickname [
Diate of Bith [T ez | B
SEN |2714523E
HEF14-5236
Gender [FEMALE 2] viessran
Emniciy [NOT HISPANIC 0N LATING =]

Ciate of Desth B age o7

Marital Stutus |MARRIED =

e |
Race [WHITE NON-HISPANIC -

® jrasgy HOTSON

Ethnicity Remarks

Fpeaks | ENGLISH >
Reads | ENGLISH -
Linderstands Ony | ENGLISH .




Possible Duplicate Record Found

Introduction

How To

Created 09/7/2007

Since no one person should be entered more than once into the system, there
is an edit check done upon the save of a new person or when the Social
Security Number or Date of Birth is changed or added to an existing person.

Follow the steps in the table below to review the possible duplicate record.

Step

Action

Results

1.

When the Save button is
clicked a check is done for
possible duplicate person
records within KAMIS.

The check compares the following in
order:

Person Last Name
Person First Name
Social Security Number
Date of Birth

If a duplicate is found the following
oCCurs:

A Duplicate Name Results
message is displayed.

See below

The Person you are attempting to add or modify may be a duplicate. Flease validate you are not entering the
same person by clicking the DISPLAY DUPLICATES hutton. Check OVERRIDE DUFLICATE ENTRY checkbox at
the bottom of the screen to override error and save person infarmation.

A Display Duplicates
button is displayed.

Duplicate Name Results

((_ DISPLAY DUPLICATES )

Continued on next page



Possible Duplicate Record Found, cContinued

How To (continued)

Created 09/7/2007

Step Action | Results
An Override Duplicate
E_ntry check box is :rwat-ll-: ;:“|-iEI'It-E.I';ll|' ) ,\;Can::ei)
displayed under the Create e
New Client Entry button. s G
The check box is not active until
the Display Duplicate button is
accessed.
2. | Click on the Display A table listing all possible duplicate
Duplicates button. records will be displayed.
Duplicate Name Results
EFFDT KAMISID FIRST MIDDLE LAST DOB SSN PSA I'u::EUDFIl(FZi,EINDT# CLSI;‘;.L?E‘SER
09/05/2007 20000292 | GEORGE JETS0OM 4 ACTIVE
row(s) 1-1
# AME (first) | GEORGE | tmiddie) [@ | # grast [JETSON
3. | Compare the informationto | Follow the steps below:

determine if the new entry
and the person(s) listed are or
are not the same person.

Continued on next page



Possible Duplicate Record Found, cContinued

How To (continued)

Step

Action

Results

Determination

Action

Not sure

Open a new KAMIS window (use
the “new window” link in the
header area) and search for the
displayed person and compare the
additional information in Person
Administration (Address, etc.) to
determine if this is a duplicate
record.

Is the same person

Click on the Cancel button at the
bottom of the window. Person

Administration will close without
creating the new/duplicate person.

Is not the same person

Click on the Override Duplicate
Entry check box. Will display as
checked.

Click on the Create New
Client Entry button.

Person is created.

Created 09/7/2007
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Adding Person Roles

Introduction Every person within KAMIS has a particular role. When a person is added
into the system a role must be entered. One person can have several roles.

Example: Elroy Jetson may be a customer but also an associate on his sisters

record.

Available Roles
Assessor Customer
Associate Doctor
Care Recipient Employee
Caregiver MMIS User
Caregiver Grandparent Nurse
Case Manager Social Worker

How to Follow the steps in the table below to add a role to a customer.

Step

Action Results

1. | On the Roles tab.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms " Case Log " Customer Referral |

| Mame " Roles " Alert " Address Infarmation " Azsociate " Print Wiew |

Role assigned page will be displayed.

Roles

CUSTOMER 0140172006

Create Mew Role J

Role & Effective Date Terminate
o

row(s) 1- 1 of 1

Click on Create New Role
button.

Role Administration page will be
displayed.

Updated 05/03/2007
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Adding Person Roles, Continued

How to (continued)

Step

Action

Results

3.

Select the Role to be added.
Only one role can be selected
at a time.

Radio button will become shaded.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms " Case Log " Custamer Referral |

Role Administration

* Select Role Type :
E

CAREGIVER

DOCTOR
EMPLOYEE
MuIS USER
MURSE

#* Status ACTIVE
* Effective Date 0211952007

\ Cancel ) \ Create Mew Role )

| Mame " Roles Il Alert " Address Information ” Associate " Frint Wiew |

CARE RECIPIENT

&
o

o

o

' CAREGIVER GRANDPARENT
' CASE MAMAGER

.

o

o

o

© SOCIAL WORKER

Click on the Create New
Role button

The page will return to the Roles tab.
All Active Roles are displayed in the
Roles table.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms " Case Log " Customer Refarral |

Roles

CUSTOMER 010172006
ASSESSOR 02192007

Create New Role ]

| Mame " Roles Il Alert ” Address Information " Associate " Print Yiew |

Role & Effective Date Terminate
x
b

rovels) 1 -2 of 2

Updated 05/03/2007




Alert

Introduction

Important

How To

Updated 05/03/2007

The alert is a tool to convey an immediate informational notice regarding a
customer. After a search is done and the forms list is accessed for the person

the alert will be displayed in red.

na data found

KAMIS ID: 291814 Name: JETSON, GEORGE LEROY Effe
CUSTOMER FORMS LIST

I Aert HAS AFRIENDLY DOG - ASTRO

Create [l

Case Log " Custamer Referral

Back ]

Policy has indicated that the alert should be used only for information that
needs to be immediately known. (example: Only speaks Russian — Need
Interpreter”. Or “No information to Son, John Doe, due to alleged abuse.”

Follow the steps in the table below to add the alert.

Step Action

Results

1. In the Alert Remarks field,
complete the information that
pertains to the customer.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms ” Casze Log ” Customer Referral |

| Mame ” Roles " Alert " Address Infarmation " Associate " F'rintViewl

Alert

Hi% A& FRIENDLY DOG - ASTRO :I
* Remarks
26 of 2000

Save

Modified by On

Click on the Save button

tab.

6-9

Information is saved and the page is
forwarded to the Address Information




Adding Address Information

Introduction This section explains how to enter an address for a person in KAMIS.

Address Types A person may have several different types of addresses.

Available Address Types
Alternate Mailing
Billing Residential *Required for Customers
Business Shipping
How To Follow the steps in the table below to add an address.
Step Action Results

1. The Address Information The message "no data found" will be
Page is displayed. displayed for a new person.

PERSON ADMINISTRATION - ADDING NEW PERSON

IPerson Admin " List Forms " Case Log " Customer Referral |

| Marne ” Roles " Alert " Address Information " Associate ” Print\iiewl

Address Information

no data found

Add New Address )

Updated 05/03/2007

Continued on next page
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Adding Address Information, Continued

How To (continued)

Step Action Results
2. Click on the Add New Address fields will be displayed.
Address button.
PERSON ADMINISTRATION - ADDING NEVW PERSON
IPelsonAdmin Il List Forms " Casze Log " Customer Referral |
| Mame " Roles " Alert " Address Information Il Associate ” Print iew |
Address Administration
* Address Typel hd
(rmadagy | =
Strest |
City |
* County (code) l—
* State (code) l_
Zip -
Primany Phone Alternate Phunel
Cell Phone l— Fax Phone I—
Email |
Website |
* Residence j'
Directions ﬂ
0of 2000 =
Cancel ) Save ]

3. Select Address Type. Required field. The Residential
address is required for all assessment
forms.

4. Enter Address Effective Required field

Date.
5. Enter address details. County and State fields are required.

Updated 05/03/2007
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Adding Address Information, Continued

How To (continued)

Step Action Results

6. Verify that the correct option | Required field
is selected in the Residence
field.

PERSON ADMINISTRATION - ADDING NEW PERSON

IPelsonA(Imin Il List Forms " Case Log " Custormer Referral |

| Mame " Roles " Alert |I Address Information Il Associate " Print View |

Address Administration

* Address Type |HE5|DENTIAL -[
i :
Effective Date [5757 200 | |

{mmviddivyyy)
Street |SKYPAD APARTMENTS
City |oRBIT OTY

* County (code) |SN SHAWNEE
* State (code) |KS KANSAS

Zip EEEOZ | - |1 0oo

Primary Phone lm Alternate Phone I—

Cell Phane l— Fax Phone Im

Email |HELF'DESK@AGING.STATE.KS.L

Website |W'W\AIAGINGKANSAS ORG

* Residence lm

Directiong ﬂ
Oof 2000

(cancel) (5awe )

7. Click on the Save button. Page is returned to Address
Information table.

[PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin Il List Forms " Case Log " Customer Referral |

| Mame " Rales " Alert " Address Information Il Associate " Print Wiew |

Address Information
Modify City County Name Type Effective Date Termination Date
74 ORBIT CITY  SHAWNEE RESIDENTIAL  01/01/2006
rows) 1 -1 of 1

.Add e Address. )

Updated 05/03/2007 6-12



Updating Address Information

Introduction

How To

Updated 05/03/2007

From time to time, current customer address information will need to be
updated.

In order to change the address of the person, the old address will need to be
terminated and the new address added.

Step

Action

Result

1.

Click on the Modify icon next to
the address to be terminated.

Address Administration page is

displayed.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin Il List Forms ” Case Log " Custormer Referral |

Address Administration
Termination Date I— B
(mmiddhsssd —‘I
* Address Type RESIDENTIAL

* Effective Date 471 19nn
(mmiddyyy)

Strest SKYPAD APARTMENTS
City ORBIT CITY

* County SN - SHAWNEE
- KS - KANSAS

Zip GB603- 1000
Primary Phone 7852964987
Cell Phone

Wehsite WA AGINGKANSAS.ORG
* Residence URBAN

Directions

Cancel ) Save ]

Email HELFDESK@AGING. STATE KS.US

| Mame " Roles " Alert " Address Information Il Associate ” Print Wiew |

Alternate Phone

Fax Phone 7B52860256

2.

| Enter the Termination Date

6-13
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Updating Address Information, Continued

How To (continued)

Step Action Result
3. Click on the Save button Page is returned to the Address
Information table displaying the
save message and the terminated
address line.
PERSON ADMINISTRATION
I Person Admin " List Forms " Case Log ” Customer Referral |
| Marme ” Roles ” Alert " Address Information Il Associate ” Print Wiewe |
Address Information
Mo dify City County Name Type Effective Date Termination Date
‘{i ORABIT CITY  SHAWNEE RESIDEMNTIAL 04/012006
j? ORBIT CITY | BHAWNEE RESIDEMNTIAL 01/0142006 03/3142006
rowis) 1-20f2
Add New Address )
4. Add new address with correct/ | See previous section for

current information.

instructions on how to add
addresses.

Updated 05/03/2007
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Adding Associates

Introduction

Relationship
Types

Associate Types

Updated 05/03/2007

An Associate in KAMIS is a person that has personal or business relationship

with the customer.

An Associate will have some type of relationship with the customer. The

relationships are listed below:

Available Relationship Types

Brother Housing Manager
Case Manager Landlord

Clergy Mother
Conservator Mother-in-law
Cousin Neighbor
Daughter Nephew
Daughter-in-law Niece

Durable Power of Attorney (DPOA)

Non-Married Partners

Durable Power of Attorney for
Health Care Decisions (DPOAHCD)

Other

Employee Self

Father Sister
Father-in-law Son-in-law
Friend Spouse
Granddaughter Stepfather
Grandson Stepmother
Guardian

Available Associate Types

Caller / Referred By

Friend / Acquaintance

Emergency Contact

Legal Guardian

Family Member

Present at Assessment

Financial Contact

Primary Caregiver

Financially Responsible

Primary Contact

6-15




Associate Search

Introduction

How To

Updated 05/03/2007

This section explains how to search for an existing associate for a customer in
KAMIS.

Follow the steps in the table below to search for an associate in KAMIS.

Step

Action

Results

1.

The Associates tab is active. | An Associate List table (if available)
will be displayed along with the
Search option.

PERSON ADMINISTRATION

I Person Admin " List Forms " Case Log ” Custamer Referral |

| Mame " Raoles " Alert ” Address Infarmation " Associate " Print Wiew |

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Name | Last Name |

sesrcH ) (RESET)

2. In the search area, enter in the | Use the same search requirements as
name of the associate. in person search.
3. Click on the Search button. | A search will be performed.

If

Then

Person is found Table will be displayed with the
person information for comparison.

PERSON ADMINISTRATION
[ermam aouran [ Gt Farme | [ e Lo | Customermtera |
(o [ tes | [t || aress it [ Associme || Priivien ]

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Hame [FLRCTY Last Hame [ETS0R

ADD KAMIS ID Effoctive Date FIRST MIDDLE LAST DOB Residontial Address SSH Phane
10 | 60000105 01LGN08 | ELROY JETSON DLOUHSIE 603 § KANSAS AVE AT | (TBE) 2004087

suron) (Feser)

Person is not found The person is new to the KAMIS
System and will need to be added.

PERSON ADMINISTRATION

[Person admin |[ UistForms ][ €ase Loa ][ customer Referral |

[ iame |[ Rotes |[ atert ][ Address information ][ associate || Frintview |

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Name [ECROY Last Hame FETS0N

no data found

éE‘AF{C)‘-{ RESET
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Person Not Found - Adding a New Person as an Associate

Introduction

How To

Updated 05/03/2007

This section explains how to add a new associate in KAMIS.

Follow the steps in the table below to add a new associate in KAMIS.

Step Action

Results

1. | Search for an associate.

No results returned.

2. | Click on the Person Search
Results link in the KAMIS
Menu Bar.

The person search page will be
displayed with previous search results
also displayed.

Home & Person Search Results ff Org:

KAMIS ID  FIRET MAME LAST_MAME 58N

q
Kf"-“”ﬁ IT serTestver2s  20050823@14.37:57  wwwAging State K= US eleome: User Testing [12] Logged in st 20000828 @14:34:15

Home & Person Search Results # Person Admin & PersonForms & Organizations & Org. Members & Your Profile J

MEDICAID #  DATE OF BIRTH

| [GEORG T [

Search Results (Sorted by Last, First, Middle)

EFF DT KAMISID FIRST MIDDLE LAST DoB

0ensr2006 291814

GEORGE | LEROY  JETSON O07j04/1915 | 123456789 12

I Bl (sesrch) (RESET)
Create Mew Mame Entry I

Update View
Person Forms

B | 7
rowig) 1-10of 1

SSN PSA MEDICAID #

w

Click on the Reset button

Previous results are removed.

4. | Search for the person.

The search should return no results.

Add the person with a role of
Associate. There is minimal
information required for an associate.

5. | Click on the Person Search
Results link in the KAMIS
Menu Bar again.

Person search page will be displayed.

6. | Search for the customer who
the associate is to be added.

Results table will be displayed.

7. | Click on the Update Person
icon.

Person Administration page will be
displayed. Continue to next section.
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Adding an Associate to a Customer

Introduction Once an Associate is added as a person, they need to be associated to the
customer.
How To Follow the steps in the table below to add an associate to a customer.
Step Action Results
1. | Customer’s Person
Administration page is
displayed.
2. | Click on the Associate Associate page will be displayed.
navigation tab if not already
displayed.
3. | Complete the Search for Search Results table will be displayed.
Associate, if not already
displayed.

PERSON ADMINISTRATION
IPelsonAdlnin Il List Forms " Case Log " Custamer Referral |

| Mame " Roles " Alert ” Address Information |I Associate Il PrintViewl

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Name [ELROY Last Name [JETSON SEARCH ) ( RESET )
ADD KAMIS ID Effective Date FIRST MIDDLE LAST DOB Residential Address SSN Phone
add | 50000165 01/01/2006 ELROY JETSON | 010171915 | 503 S KANSAS AVE 057-45-6321  (FES) 206-4057

row(s) 1-1of 1

Continued on next page
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Adding an Associate to a Customer, Continued

How To (continued)

Step Action Results

4. |Click on the Add icon located | Associate Information page will be
in the row of the appropriate | displayed.
person.

PERSON ADMINISTRATION
IPelsonAllmin " ListForms " Case Log " Custormer Referral |

| Mame " Roles " Alert " Address Information |I Associate " Print Wiew |

Select Associate Information

* Effective Date (mim/dd vy} | gl

#* Relationship | -1
* pssociate Type | =1
Associate Infermation

[kamis D: [50000165 [Mame: [JETSON, ELROY [Effective:  [01:01:2006 [F54A: 12 Cust Status: [ACTIVE
EER [087-45.6321 [BRTH_DT: 01011915
laddress tipe: | [RESIDENTIAL [Effective Date:  [o1:0172006  |[Term date
laddress: [503 S KANSAS AVE
[city: [ToPEKa [county: [SN - SHAWNEE [[State: ks [zip Code[66603 - 3404
[Primary phone:|[(785) 296-4987  |[Alternate phone: [Cell phone] [Fax
[Location [urBAN |pirections:
Email: Weh site:

I Cancel J, Add Associate J

5. | Enter the Effective Date Required field
6. | Select Relationship Required field
7. | Select Associate Type Required field

Continued on next page
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Adding an Associate to a Customer, Continued

How To (continued)

Step Action Results
8. |Click on the Add Associate | Associate information is added to the
button. Associate Listing table with the save
notice displayed.

PERSON ADMINISTRATION
I Person Admin Il List Forms ” Case Log ” Customer Referral |
| Marme " Roles " Alert " Address Information |I Associate " Print iew |
Select Associate Information
* Effective Date (mm/iddiyyy) |EI1 /07142008 gl
# Relationship [BROTHER =l
* pssociate Type IEMEHGENCY COMTALCT -1
Associate Infermation
[FEIS [s0000165 [Mame: [JETSON, ELROY [Effective:  [01/01/2006 [PSA: 12 Cust Status: [ACTIVE
EENE [087-45-6321 [BRTH. DT [ot101/1915
[address type: |[RESIDENTIAL [Effective Date:  [01/0122006  [[Term date
[address: [503 S KANSAS AVE
[city: [ToPEKA [courty: [SN - SHAWNEE |[State KS [Zip Code: (66603 - 3404
|F'rimary phane: |{?85} 296-4987 |A\ternate phane: |Ce|l phone: \Fax:
|Locati0n: |UR.BAN |Directi0ns:
Ermail: Weh site:
.bancel ], .AddAssuciate ]
PERSON ADMINISTRATION
I Person Admin Il List Forms ” Case Log " Custamer Referral |
| Mame " Roles " Alert ” Address Infarmation " Associate " Print Wiew |
LIST ASSOCIATES (Sorted by Last, First, Middle)
Modify First Middle Last Relationship Associate Type Effective Date Term Dt
E’_—:‘\\ ELROY JETSOM | BROTHER EMERGEMNCY CONTACT | 01/0172006
rowe(s) 1 -1 of 1
First Mame [ELROY Last Name [JETSON SEARCH ) ( RESET )
ADD KAMIS ID Effective Date FIRST MIDDLE LAST DOB Residential Address SSN Phone
add | s0000165 01/01/2006 ELROY JETSON | 01011815 | 503 § KANSAS AVE Q57456321 | (795) 206-9057
row(s) 1 -1 of1
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Displaying Addresses for Associates

Introduction The associate information table on the associate level 2 navigation tab
displays only a limited amount of information.

How To Follow the steps in the table below to display an associate's address.
Step Action Result

1. Open Person Administration and | Associate name(s) and limited
click on the Associate information will be displayed in
Navigation tab. the table.

2. Click on Modify to view the Results will display the address
person information for the and phone number information.
associate.

PERSON ADMINISTRATION

IPelsonAdlnin Il List Forms " Case Log " Customer Referral |

| Mame " Raoles " Alert ” Address Infarmation " Associate " Frrint Wien |

Select Associate Information

Termination Date {mm/dd yyyy}l EI

* Effective Date (mm/ddiyyyy) 010172008
* Relationship BROTHER
* Associate Type EMERGENCY CONTACT

Associate Information

[kamis D: [s0000165 [ame: [JETSON, ELROY | [Efiective:  [01:01/2006][PSa: 12 Cust Status: [ACTIVE
EE [087-45.6321 [BRTH_OT:  ([o1i01/1915

[#ddress ype: |[RESIDENTIAL [Efiective Date:  [01/01:2006  |[Term date:

[address: [503 s KANSAS AVE

[city: [ToPEKA [county [SN - SHAWNEE |[State: ks Zip Code:[66603 - 3404

[Primary phone:[(785) 206.4987  |[altenate phone: [Cell phone:] [Fac |

[Location [UrRBAN [pirections:

Email Weh site:

“Cancel ), Sa? )
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Terminating an Associate and Customer Association

Introduction

How To

Updated 05/03/2007

From time to time, an association between the customer and associate may
need to be terminated. This may be due to the customer no longer doing
business with the associate as in the case of an Attorney or a death of a family
member, etc.

The below steps are accomplished on the Customer's Person Administration
page.

Step Action Result
1. Click on the Modify icon next to | Associate Information page is
the associate to be terminated. displayed.

PERSON ADMINISTRATION

IPe|sonAdmin Il List Forms " Case Log " Customer Referral |

| Mame " Roles " Alert ” Address Infarmation " Associate " Print Wiew |

Select Associate Information

Termination Date {mm/dd _v_v_v_w| - gl
* Effective Date (mmiddiyyyy) 01/01/2008
* Relationship BROTHER
* fssociate Type EMERGENCY CONTACT

Associate Information

[kamis ID: [s0000165 [rame: [JETSON, ELROY/[Efiective:  [01/01/2006][FSa: 12 Cust Stalus: [ACTIVE
EEE [087-45-6321 [BRTH_DT: 01011915

[Address type: [RESIDENTIAL [Effective Date: 01012006  |[Term date:

[sddress: [503 s KANSAS AVE

[city: [ToPEKA [county [SN - SHAWNEE |[State: ks [zip Code: 66603 - 3104

[Frimary phone: [(785) 206-4987  |[altemnate phane: Cell phone: Fax

|L0cation |URBAN |Directi0ns:

,..Cancel ]-, .% J

Continued on next page
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Terminating an Associate and Customer Association, Continued

How To (continued)

Step Action Result
2. Enter the Termination Date
PERSOMN ADMIMISTRATION

I Person Admin " List Forms " Case Log " Customer Referral |

| Mame " Roles " Alert " Address Infarmation " Associate " Frint View |

Select Associate Infermation

Termination Date (mm/dd/yyyy) |12J31J20081 EI

* Effective Date (mmiddyyyy) 01/01/2006
* Relationship BROTHER
* Associate Type EMERGENCY CONTACT

Associate Information

[keamis 1D [s0000165 [Marme: [JETSON, ELROY |Effective:  |[01/01/2006 [Pa: 12 Cust Gtatus | [ACTIVE
EE |o87-45.6321 [BRTH_DT:  [o1i01/1915

[address type: |[RESIDENTIAL [Effective Date: (011012006  [Term date

[Address [503 S KANSAS AVE

[city: [ToPEKA [County: [SN - SHAWNEE |[state: Ks [zip code: (56603 - 3404

|anary phone |(?85] 206-4987 ‘Altemate phone |CE|| phone |Fax

|Locati0n: |UR.BAN \D\rections:

Ermail: Web site:

“Cancel ) (Bave )

3. Click on the Save button The page is returned to the
Associate Information page with
the updated information and the
save notice displayed.

PERSON ADMINISTRATION

| Person Admin " List Farmms || Case Log || Custormer Referral |

| Marne || Rales || alert || Address Information || e e || Print iew |

LIST ASSOCIATES (Sorted by Last, First, Middle)

Modify First Middle Last Relationship Associate Type Effective Date Term Dt
E_é\\ ELRCY JETEOMN  BROTHER EMERGEMCY COMTACT  01/0172006 1213172008

rowe(s) 1 -1 of 1

First Name | Last Name | L SEARCH.) -,:_RESET)
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Changing a Person’s Status

Introduction

Open Service
Line Items

Switching a
Customer back
to Active

Updated 05/03/2007

A person’s status within the KAMIS System can be changed from active to
inactive or deceased.

Important:

Since there is a possibility of multiple active Plans of Care for one person,
caution should be taken in reviewing the services and funding before
changing the person status on a customer.

A KAMIS user changing a person status to inactive or deceased on a Plan of
Care with SCA, OAA, etc. funded services should be aware to NOT impact a
Plan of Care that contains HCBS/FE funded services.

Likewise, changing a person status to inactive or deceased on a Plan of Care
with HCBS/FE funded services should be aware to NOT impact a Plan of
Care that contains SCA, OAA, etc. funded services.

The person status change should be halted until all persons responsible for
data entry for all funding types to be impacted have been consulted.

HCBS/FE Funded services —
e Open end dates
e Future dated service line items

Other Funded services —
e Open discharge codes
e Future dated service line items

It is now an option to change a customer's status back to active from either the
inactive or deceased status.
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Changing a Customer's Status — Line Item Search

How To Follow the steps in the table below to start the process of changing a
Customer's status in KAMIS through the Person Administration function.
This section describes the System search for open service line items.

Step Action Result
1. | Complete a person search. Correct person is displayed.
2. | Click on the Update Person Person Administration window
icon. for person will be displayed.
3. | Onthe Name tab Person information displays as
well as a Status Change region.

kamiz 1D: 50000176 name: JETSON, GEORGE  rsa: 7 custorner status: ACTIVE
PERSON ADMINISTRATION

I Person Admin Il List Forms " Case Log " Customer Refarral |

I Name " Rales " Alert " Address Infarmation ” Associate " Frint Wiews |

* NAME {first) [SEORGE (middig) | * (last) JETSON

Nickname' * Effective Date 01/01/2007 | To Inactive |
Date of Birth [G7/04/1520 | 2] Date of Death B pge 5w {To see "To Deceased” link,

Diate of Death needs to be entered)
S5M [963258741 arital Status | MARRIED 'I
963-25-37T41

GenderlMALE vl Weteran | Yes [z
Ethnicity | MOT HISPANIC OR LATING =

Race [WHITE NOM-HISPANIC =1

STATUS_CHANGE

Ethnicity Remarks

Dof 200
Speaks [ENGLIEH =]
Reads lm
Understands Only [ENGLIEH =]

Save J Cancel )

4. | For Inactive Status: A system search will be
processed to locate any open
service line items on Plans of
Care from 2005 to the present.

Two options will display
depending upon this system
search.

Continued on next page
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Changing a Customer's Status — Line Item Search, Continued

How To (continued)

Step Action | Result
Status Action
Inactive Click on the To Inactive link
under the Status Change
region.
Deceased Type in the Death date.

Click on Save.

Click on the To Deceased
link under the Status Change
region.

STATUS_CHANGE

| To Inactive |
| To Deceased |

Service Line ltems found:

POC OPEN

QOpen Plan of Care Lines for: GEORGE JETSON

In arder to change the customer status, the following line items must be closed within the Plan of Care for the
assessmentis) listed.

Funding

UNIFORM ASSESSMENT GENERIC ACCC
INSTRUMENT 02/02/2007 ACCC  HCBSIFE PROVIDER
UNIFORM ASSESSMENT ASSISTED

INSTRUMENT 02/02/2007 ATCR1X HCBSFE HEALTHCARE 100 03/01:2007 318

Service Line Items Not found:
PERSON ADMINISTRATION

I Person Admin 5 " List Farms 20 |

I Name 5 Il Roles 11 ” Alert 13 " Address Information 14 " Azsociate 15 " Print Wiew 10

Customer Status Change

End Date for Inactive Status | ﬂl

{Select one option) | =1
Update Customer Status) -\_Cancel)

\
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Changing a Customer's Status — Inactive

How To Follow the steps in the table below to change a customer's status to inactive in
KAMIS through the Person Administration function.

Step Action Result
1. | Complete the line item system Instructions in the previous
search. section.

One of two options will occur.

Open POC Service Line Action
Items Found

Yes Open the Plan of Care as
indicated in the table listing
and close the open service line
items as appropriate.
No Customer Status Change
options will display. Follow
the steps below.

2. | There are three options for
selection.

Option Action
End Date for Inactive Status Type in the date for the
customer to be inactive. The
end dates in all Plans of Care
will change to that date.

Customer Status Change

End Date for Inactive Status |E|5£31£2EIEI? @
(Select one aption) | =]
% Lpdate Customer Status ) \ Zancel )

Continued on next page
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Changing a Customer's Status — Inactive, Continued

How To (continued)

Updated 05/03/2007

Step Action Result
Option Action
Leave End Dates as Posted The end dates in all Plans of
Care will remain unchanged.
Use Today's Date The end dates in all Plans of
Care will change to today's
date.
Customer Status Change
End Date for Inactive Status | @
tSelect one option) |
9 Update Customer Status iLeave End Dates az Pozted
[Uze Today's Date
3. | Click on the Update Customer | The following will occur:

Status button.

Customer status will be
changed to inactive and
reflect in the Customer
Heading area.

The end dates on service
line items that were past the
entered date is changed.
The discharge code is
changed to 25 in any service
line item where the end date
was changed.

kenis 1D 20000079 Name:JETSON,GEORGE Pos T Customer Status: INACTIVE
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Changing a Customer's Status — Deceased

How To

Updated 05/03/2007

Follow the steps in the table below to change a customer's status to deceased
in KAMIS through the Person Administration function.

Step Action Result

1. | Complete the line item system Instructions in the previous
search. section.

If services are found a table
listing will be displayed.

PERSON ADMINISTRATION

IF‘erson Admin 5 " List Forms o || Case Logez " Customer Referral 881 |

I Name 5 " Raoles 11 " Alert13 " Address Information 14 " Associate 15 " Print View 10

Customer Status Change POC OPEN

Date of Death 0501 5/2007 Open Plan of Care Lines for. GEORGE JETSON

Update Customer Status ) ( Cancel ) In order to change the customer status, the fallowing line items must be closed within the Plan of Care for the assessment(s)
listed.

UNIFORM ASSESSMENT GENERIC ACCC

INSTRUMENT 02/02/2007 ACCC  HCBSFE PROVIDER 0 03/01/2007
UNIFORM ASSESSMENT ASSISTED

INSTRUMENT 02/02/2007 ATCR1X HCBSFE HEAL THCARE 100 03/01/2007 331
WFABL ) ST 02/02/2007 HMEL  OAA3C2 GARNETT SR CTR 25 02/02/2007 02/01/2008 1115

INSTRUMENT

2. | Click on the Update Customer | The following will occur:

Status button.

e Customer status will be
No additional steps are needed to changed to deceased and
change the customer to deceased. reflect in the Customer

Heading area.

e The end dates on service
line items that were past the
entered date is changed.

e The discharge code is
changed to 2 in any service
line item where the end date
was changed.

|KAMISID:200000?9 rame: JETSON, GEORGE rFea: 7 customer status: DECEASED |
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Changing a Customer's Status — Through the Plan of Care

How To Follow the steps in the table below to change a customer's status to inactive or
deceased in KAMIS through the Plan of Care.

Step Action Result

1. | Open the Plan of Care and close
the open service line items as
appropriate.

2. | Click on the Save All POC Info | If all line items have been
button. closed, a message will be
displayed.

Microsoft Internet Explorer

@ Thiz wasz the last Plan af Care with open linez. Do you want to change the customer statug?

Ok I Cancel |

3. | Click OK Page will be forwarded to the
Person Administration page.

Follow the previous instructions
to change the customer's status.

Updated 05/03/2007 6-30



Change Customer Status to Active

How To Follow the steps in the table below to change a customer's status back to
active in KAMIS through Person Administration.

Step Action Result
1. | Complete a person search. Correct person is displayed.
2. | Click on the Update Person Person Administration window
icon. for person will be displayed.
3. | On the Name tab Person information displays as
well as a Status Change region.
Current Status Action
Inactive Click on the To Active or To

Deceased link under the
Status Change region.

STATUS_CHANGE

| To Active |
| To Deceased |

Deceased Click on the To Activeor To
Inactive link under the Status
Change region.

STATUS_CHANGE

| To Active |
| To Inactive |

Once one of the above links is pressed the page will be
forwarded to the Customer Status Change Region.

Continued on next page
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Change Customer Status to Active, Continued

How To (continued)

Step

Action

Result

4.

Click on the Update

Customer Status button.

The following will occur:

Changing

From

To

Result

Inactive

Active

Customer status will be
reflected in the Customer
Heading area.

In the POC, the End dates &
Discharge Codes will remain
with the same dates and code
of 25.

Deceased

Active

Customer status will be
reflected in the Customer
Heading area.

The Death Date will remain.
In the POC, the End dates &
Discharge Codes will remain
with the same dates and code
of 2.

Updated 05/03/2007
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Change Customer Status to Active, Continued

How To (continued)

Step Action Result
Changing
From To Result

Inactive Deceased Customer status will be
g’:ti?dtgg reflected in the Customer
Death Date Heading area.
in order to In the POC, the End dates &
see the To Discharge Codes will change
Deceased to the death date and the
link.) discharge code will change to

2

Deceased | Inactive

Need to select one of the
Inactive dating options.
Recommend that the Leave
End Dates as Posted be used.
Customer status will be
reflected in the Customer
Heading area.

The Death Date will remain.
In the POC, the End dates &
Discharge Codes will remain
with the same dates and code
of 2.

Updated 05/03/2007
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Print View

Form
Reference

Print View

The grayed
background
area indicates
the information
is from Person
Administration

|\-

When printing
the pages will
separate as
indicated.

|

This tab will give the opportunity to print the assessment information in its
entirety. The format will not be in the same arrangement as the form, but it

will be divided into sections of information according to the paper form. This

will open in a separate window from the assessment.

43 Uniform Program Registration - Microsoft Internet Explorer

Kansas Department on Aging -

Uniform Program Registration
DEVELOPMENT  Viewed on: 04/26/2007 11:19:00 AM

=

(K-ﬂ MIs IT

by: TRAINNGUSER | page 1

Birth Date: 07/104/1920 Age: 86
Gender: MALE

Marital Status: MARRIED
Weteran/Spouse of Veteran Y

Customer Ethnicity Type: NOT HISPANIC OR LATINO
Customer Ethnicity, WHITE NON-HISPANIC

Customer 55N 963258741
Wedicaid Card ID:
Medicare Card ID

KAMIS |D: 50000176
Name: GEORGE JETSON
Mame Preferred

Customer Speaks. ENGLISH
Customer Reads ENGLISH
Customer Uinderstands: ENGLISH

|Address Type: RESIDENTIAL [Effective Date: 01/01/2007 [Termination Date:
[Location: URBAN [County: SN - SHAWNEE

[101 SKYPAD APARTMENTS

[ORBIT CITY, KS 66601-1111

Current Addresses:

[Prirmary Phone: 7852064987 |Altemate Phone: [Cell Phone: Fax
[E-ttail W¥ebsite
[Directions:

[Roles: [CUSTOMER |ACTIVE [Effective Date: 01/01/2007 Termination Date: \

DEVELOPMENT  Viewed on: 04/26/2007 11:19:.01 AM by TRAININGUSER

‘KHL\')‘LS‘ ;7| Kansas Departmenton Aging=—————————— |,

Uniform Program Registration
Custorner 50000176 - JETSON, GEORGE

FSA T Assessment Date: 0100212007 Reassessment Dus Date: 0110112008

Does the customer live alone? N

|5 the customer income below poverty level Y
Doctar:

City:

Fhone:

Health conditions/medications:

Farticipant Status for Meals:
60+ ELIGIBLE PERSON

Unmet Needs

TOTAL UNITS: 0

=

i1 Click the Prirk Wiew link ta orint this page.
— ——

| [ [ & Intemet s

Updated 05/03/2007 6-34
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Print View, Continued

Follow the steps in the table below to complete the Customer Referral

Action

Result

Click on the printer icon at the
top right of any region.

Printer dialog box will display.
(This may look different

depending upon your printer and
the options available.)

& Print EE| |
General |Dpti0ns| Finishingl Effectsl Paper I Destinationl Basicsl
— Select Printer
Bizcom Fax  Copier-144 on Copier-161 on ImageM ow
Frinter ppAAT2E28. ipp AT 28 Frinter
’ |
Statuz  Ready [ Print ta file
Location: 15D Helpdesk &rea : :
Comment: HF Lazer)et 42000 ml
— Page Range
Lo Mumber of copies: I'I 3:
) Selection € Burent Page
' Pages: |1 | | Eollate !
Enter either a single page number or a single !
page range. Faor example, 512
Print I Cancel | Anp|r |

Select the Page Range

| See table below for options.

Option Result
All All pages will print
Pages (enter the page Only the specified page will
number) print.

Click on Print.

| Document will print.

To Print
process.
Step
1.
2.
3.
To Close

The window can be closed by clicking on the (X in the right upper corner.

Updated 05/03/2007
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Chapter 7 — Forms Selection
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Form Status

Introduction

Status

Developed 10/8/2007

All forms have a status.

The table below lists the available form status and the purpose and use of

each status:

Status

Purpose

Aborted

Cancels the form

Dementia Abort

Cancels the form due to the customer having dementia

Special Abort

Cancels the form due to special circumstances

Terminal Abort

Cancels the form due to the customer being terminal

Approved

All required fields are checked for completion. No
changes can be made after the approved status is
saved successfully.

Allows payment to be released for processing in case
of the POC and Care Assessments.

Incomplete -
Follow-up Needed

Indicates that the form has been returned to the
Assessor, Case Manager, etc. Information was
illegible or incomplete. Enables the form to be saved
without all the required fields completed.

Projected

Budget status

Submit for Approval

Form is ready to be approved. User does not have
approval security rights.

Work In Progress

Indicates that the form is being worked. Enables the
form to be saved without all the required fields
completed.




Selecting a New Form

Introduction

Requirement

How To

Developed 10/8/2007

All information entered into KAMIS is a result of information being received
and a form being completed.

Add or update all customer and associate information first before you begin.

Follow the steps in the table below to select a form:

Step

Action

Result

1.

Locate customer through Person
Search.

Customer is displayed.

KAMIS 1D

meﬂ? -”r UserTestVer2.5  2008/0815@14.08:03 v Aning State ks S Welcome: Training User [12] Logged in at: 2006/08/15 @13

Home & PersonSearchResults & Person Admin & PersonForms & Organizations & Org. Members J Your Profile

FIRST MAME LAST_MAME 55N

MEDICAID #  DATE OF BIRTH

081572006 291814

|GEORGE JETSON | |

Search Results (Sorted by Last, First, Middle)

EFFDT KAMISID FIRST MIDDLE LAST DOB

GEORGE | LEROY

SSN  PSA MEDICAIp# Update View

JETSON | 070411915 123456789 12

I B| (searcH) (RESET)

Create New Mame Entry

Person Forms
Eﬂ% 4
rowe(s) 1 -1 of 1

Continued on next page



Selecting a New Form, continued

How To (continued)

Step Action Result
2. In the Members Found table, in | If previously entered forms exist,
the appropriate customer row, a listing will be displayed.
Single click on the view form
icon. If forms do not exist, a message
e g of no data form will be displayed.
Forms:

CUSTOMER FORMS LIST
| Fersan Admin ” List Forms " Case Log " Customer Referral |

Alert HAS AFRIENDLY DOG - ASTRO

| Create Mew Furm" ]

Form Type Form Date Form Status PSA# View/Edit
STAMDARD INTAKE 08/15/2006 APPROVED 12 E\p\\

No Forms:

CUSTOMER FORMS LIST
| Ferson Admin " List Forms " Case Log " Customer Referral |

Alert HAS AFRIEMNDLY DOG - ASTRO

) ' Create Mew Form
Forms List g

Unmet Plan of
Form Type Form Date Form Status PSA e

| Back )

Continued on next page
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Selecting a New Form, continued

How To (continued)

Step Action

Result

3. Click on the Create New Form

In addition, all form options are
displayed in the navigational
panel.

Select a form:

CUSTOMER FORMS LIST

5\_-—.t-|:=re-,iated LIniform Assessment Instrument (ALAI )

CARE Intake )

| CARE Level 1

((CARE Level - MR )

-kljaregi'-.-'erL.E.E.EE.E.mE-nt)

5'. Standard Intake ]

..||
it

niform Assessment Instrument (LA )

\: LIniform Program Reagistration (UPR) )

| Cancel ',I

form.

4. Click on the button of the desired

Blank form will automatically
open.
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Selecting an Existing Form

Introduction

How To

Developed 10/8/2007

A form may be accessed at any time after it has been saved. However, if the
form status is approved, no information can be changed.

Follow the steps in the table below to open an existing form:

Step Action Result

1. Locate customer through Person | Customer is displayed.
Search.

KHE\'}‘LS‘ Lr UserTestWer2.6  2006/081 5@1 4:08:03 v Aning.State ks US . Welcome: Training User [12] Logged in at: 200610845 @13

Home & PersonSearchResults & Person Admin & Person Forms & Organizations & Org.Members J Your Profile

KAMISID  FIRST NAME LAST_MNAME 55N MEDICAID# DATE OF BIRTH

I [GEORGE [ETSON I I I B| (‘searcH) (RESET)
3 ) Greate New Mame Enlry
Search Results {Sorted by Last, First, Middle) \w)

Update View
Person Forms

EFFDT KAMISID FIRST MIDDLE LAST DOB SSN PSA MEDICAID #
08/15/2006 291814 GEORGE | LEROY | JETSON | 07/04M1915 123456780 12 @% 74
rowis) 1 - 1 of 1

2. In the Members Found table, in | If previously entered forms exist,
the appropriate customer row, a listing will be displayed.
Single click on the View/Edit

icon.
7

Py
1(_}15\{15 -‘rlr UserTestVer2.5 2006/09/07¢@10:55:28  wwnnAning.State.kKs LS Welcome: Training User [12] Logged in at: 200800/07 @10:5:

Home & Person Search Results & Person Admin & PersonForms & Organizations & Org. Members & Your Profile J

KAMIS ID: 291814 Mame: JETSON, GEORGE LEROY Effective: 08/15/2006 PEA 12 Customer Status: ACTIVE

CUSTOMER FORMS LIST

| Person admin || List Forms || case Log || customer Referal |

;. .Create Mew Form ]

Form Type Form Date Form Status PSA# View/Edit
STANDARD INTAKE 08/15/2006 = APPROVED 12 I:%%

Alert HAS A FRIEMDLY DOG - ASTRO

1-1

."ﬁ)

Continued on next page



Selecting an Existing Form, Continued

How To (continued)

Step Action Result
3. Single click on the View/Edit Form opens with previously
icon. entered information displayed.

= If the form is in the approved
Tl status, the fields will not be
editable.

If the form is in work in progress
status, all the fields will be
editable.
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Selecting Care Level 1 - 30 Day and 90 Day Follow-up Forms

Introduction

How To

Developed 10/8/2007

Most forms can be accessed from the forms list dialog box, with the exception
of the 30 and 90 Follow-up forms for Care Level | Assessments. The reason
for this is that there needs to be an approved Care Level | Assessment form
entered prior to the follow-up.

Follow the steps in the table below to open a Care Level I 30 or 90 day
Follow-up form:

Step Action Result
1. | Locate customer through Person | Customer is displayed.
Search.
2. | Single click on the view form List of all forms associated to the
icon. customer will be displayed in the
lower portion of the window.

Home & PersonSearch Results & Person Admin & Person Forms & Organizations & Org. Members &

KAMIS ID: 50000147 Name: JETSON, GEORGE ELROY Effective: 08/23/2006 PSA: 4 Custorner Status: ACTIVE
CUSTOMER FORMS LIST

| Perzon Admin " List Forms " Case Log ” Custorner Referral |

a -.“Create W= Form.
Forms List ;)

Unmet Plan of

Form Type Form Date Form Status PSA :
Needs Care
STANDARD INTARE 02012007 WORKIN PROGRESS . 4
UNIFORM PROGRAM REGISTRATION 01102007 WORKIN PROGRESS | 12 Linn
CARE LEVEL | ASSESSMENT 1270142006 | APPROVED 4 bt

e

3. | In the Forms List table, locate The assessment form will be
the CARE Level | Assessment. | displayed. The 30 day or 90 day
Single click on the form link. form options are displayed at the

bottom of the form.

Continued on next page
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Selecting Care Level 1 - 30 Day and 90 Day Follow-up Forms,

Continued

How To (continued)

Step Action Result

4. | Select the desired Follow-Up Opens blank form.
Form link.

30 Day Follow-Up:

KAMIS 1D: 50000147 MName: JETSON, GEORGE ELROY Effective; 08/23/2006 Frimary FSA: 4
CLI- CARE LEVEL | unmetheeds

Cognition &

communication || 754

Billing || Pasarr || Supports LTS || Functional Assessment || Print Wiew

Main |

* person’s Original Effective Date 08/23/2006
¥ pgp 4 - JAYHAWIK AREA AGEMNCY OM AGING
* Form Status APPROVED
* Assessment Date (mimdddiyyyy) 1200172008
Assessment Comment
| Create 30day Followup )

Added By HTMLDB_PUBLIC_LY an 01425/2007 13:19:11 Changed By HTMLODB_PUBLIC_U on 010/25/2007 13:32:04
@ Indicates required far Appraval

90 Day Follow-Up:

KAMIS 1D: 50000147 Mame: JETSON, GEORGE ELROY Effective: 08/23/2006 Frimary PSA 4
CLI- CARE LEVEL | unmetNeeds

Cognition &

communication || TR

Main || Billing || Pasarr || Supporis LTC || Functional Assessment || Print View

* person’s Original Effective Date 08/23/2006
* psp 4 - JAYHAWIK AREA AGENCY OM AGING
* Form Status AFPROVED
* Assessment Date (mmiddiyyy) 12/01/2008
Assessment Comrment
(_view 30day Fallowup ) (_Create a0day Followup )

Added By HTMLDBE_PUBLIC L) on 01/25/2007 131911 Changed By HTWMLDB_PUBLIC_U on 017252007 13:32:04
¢ Indicates required for Approval

Note: The 30 day follow-up button will not display unless the CARE
Assessment form is in approved status. Likewise, the 90 day follow-up
button will not display if a 30 day follow-up does not exist.
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